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The Manager’s Default Password is 


CHANGEME 


The Master Password is 
JCDBJHPSGAK2 


CAUTION! 


Please refer to the Welcome to your RM Window Box! sheet before you switch on 
your computer for the first time. 


The sheet contains important information on setting up your computer for the first 
time. 


Remove This Page 
after You have Completed Task 8, 
then Keep it in a Secure Place! 


Do not let pupils see this guide 
until you have removed this page! 


lt is intended that the Window Box Manager removes this page after 
completing Task 8. If you have completed Task 8, you will have set the 
Manager’s Password to a word of your choice. 


As the default password shown overleaf is no longer operational, you have no 
further need for it. 


However, should you forget the Manager’s password, you need to enter the 
Master Password. The Master Password cannot be changed. The Master 
Password can be found overleaf. 


As the Master Password cannot be changed, it must never be shown to any 
users except the Window Box Manager. 


To minimize the risk of unauthorised users logging in as Manager: 


e Remove this page once you have changed the default password. Keep this 
page (or a copy of the Master Password) in a secure place. 


e Do not let other users see this guide until this page has been removed. 


Once you have removed this page, 
don’t lose the master password! 


» 


‘Important: Maintaining Security on RM Window Box 


- 


~ 


‘> 
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CAUTION! 1 


If you intend to show this guide to pupils, then you may like to remove this page beforehand. 


Window Box does not allow users to access ‘dangerous’ commands or 
programs that allow users to change the compuiter’s configuration, or delete, 
or alter system files. 


However, please be aware that a number of programs, though innocuous 
themselves, allow users to access potentially dangerous programs. A chain 
is only as strong as its weakest link; in the case of Window Box, the system 
is only as secure as the programs that you give users. 


Before you make any programs available to users, please think carefully 
about the potential breaches in security that a number of programs can give 
users. 


For example, if users are given access to the program WordPad, they are 
able to insert objects into the WordPad workfile. An example of such an 
object is the file COMMAND.COM. 


Once this has been done, the document effectively contains a shortcut to 
this file, and the user is now able to run MS-DOS, and do whatever he or 
she wants to the hard drive! 


Before you make a program available to users, we advise that you check it 
to see if you can insert objects created from files. Look for the menu entry 
Insert, and a sub-entry Object. 


One solution is to use programs that offer different levels of complexity. As 
Manager, you are then able to restrict users from accessing the full version 
of the software. The ‘cut down’ or secure levels can be made available to 
general users. 


Chapter 1 
Introducing RM Window Box 


The Welcome to your RM Window Box! sheet 


You'll find a sheet entitled Welcome to your RM Window Box! in the 
computer box. If you haven’t found it yet, please do so. You need to 
work through this in order to get your computer started, as there is some 
important configuration you need to undertake before you can use it. 


About RM Window Box 


RM Window Box has the following main features: 


e It comes complete with a suite of educational programs especially 
designed for primary school use. Many of these are scaleable in the 
number of features provided to give pupils a progressive learning 
environment. 


e The system can be set up to provide access to different programs 
for different users. This means that a single Window Box computer 
can meet the needs of many age, ability, and interest groups. 


e RM SchoolShare. RM SchoolShare enables you to connect your 
computers together to share printers and share /nternet access. 


e It provides a simple, secure, and easy-to-manage environment for 
pupils. 


How to get the best out of this guide 


After working through the Welcome to your RM Window Box! sheet, 
read through the rest of this chapter. On completion, the boxes 
delivered to your school will have been transformed into a working 
computer system. 


This guide then introduces you to some of the concepts and techniques 
of Windows® 95. 


You need to understand the concepts and techniques introduced in the 


earlier chapters in order to benefit from the tasks that you'll find later on 
in this guide. 
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Italics. 
Throughout this guide, you will find terms referred to in italics. These terms can be 
found in a comprehensive Glossary starting near the end of this guide, (before the 


Entering 
commands 


Unpacking 


index). 


The only exceptions to this rule are document names and cross references to 
sections in this guide, which are also italicised. 


This guide goes on to cover all aspects of managing Window Box, such 
as setting up the computer to work with a printer, configuring the layout 
of Windows, creating user desktops, enabling RM SchoolShare, and 
installing new software. The appendices cover further configurations 
that give your system extra flexibility, and a troubleshooting section 
helps you to diagnose a range of possible problems, should any occur. 


Other manuals supplied with Window Box. 
Although your Window Box computer may have been supplied with standard RM 


system manuals, and Microsoft Windows manuals, you do not need to refer to most 
of these in order to use Window Box. Follow the instructions in the Welcome to your 
RM Window Box! sheet, and you'll see exactly what you need. 


When you need to type a command or press a key on the keyboard, you 
will see the keys represented as follows, for example: 


MANAGER<Enter> 


means press the M key, then the A key, then the N key, and so on, and 
finally press the enter key. The enter key tells the computer that you 
have finished typing a command. 


i ee SS OU 


Tamper seals 


On leaving Research Machines, your Window Box computer was fitted with two 
tamper seals — one covers the outer carton, and there is one across the lid of the 


computer's case. You may already have broken the seal over the outer carton. 
Check the seal across the computer's case — if this has been interfered with, then 
contact RM Order Management immediately (01235-826930). 
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Before you start to use Window Box, please make sure that all its 

components have been delivered. Check the components supplied 

against your packing list. 

The RM Window Box computer is fitted with: 

e a hard disk 

e aCDROM drive ' 

e a floppy disk drive 

e a sound adaptor 

e an Ethernet card 2 

It is packed with: 

e adetachable mains lead 

e a Welcome to your RM Window Box! sheet 

e a Setting Up Your New Computer card 

e a keyboard 

e amouse 

e abox of manuals for the suite of educational programs supplied 

For each computer, you may have ordered a colour monitor, with a 

detachable mains lead for the mains socket at the back of the computer. 
Multimedia If you have a Multimedia Window Box, in addition to the parts delivered 
Window Box for a standard Window Box system, you should receive the following 

items: 

e amicrophone 

e headphones 

e loudspeakers 

e some CD ROMs 3 


1 The CD ROM drive is only present on the Multimedia Window Box. 
2 On Window Box 6.5 computers and later 
3 These are supplied with some, but not all, of the Multimedia Window Box models. 
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Security 


Protect the computers from theft or vandalism as you would protect any 
other equipment of similar value. Also remember that your computer's 
chips may be easily removed unless the covers are specially secured, 
or access to the computers is restricted. 


RM computers are supplied with a number of security features: 


There are two tamper seals on every computer — one covers the 
outer carton, and one is across the lid of the case. These are to help 
identify a possible theft of the computer’s components before you’ve 
even seen the computer. 


The main components inside every computer are security coded. 
This coding identifies the component as belonging to a specific 
customer and to a specific machine. There is a yellow label attached 
to the outside of the computer informing prospective thieves of this 
coding. . 


There is a secret identity code on the computer which cannot be 
removed. Call RM Support should you ever need to use this feature 
— i.e. if you believe that a recovered computer may be your school’s. 
Please note that RM Support cannot give further information on this 
subject over the telephone. 


A security bracket is supplied with your Window Box which 
prevents the lid from being removed, and can secure cables for the 
mouse, monitor, and keyboard to the main computer unit. — 


The bracket needs to be fitted with a padlock after installation (refer 
to the computer's user manual for further information). 


There is a hole (a break-out hole) in the base of the computer’s 
case. This is to be used with a coach bolt to secure the computer to 
a desk (refer to the computer's user manual for further information). 


Here are a few further ideas on what you can do to keep your Window 
Box both in the school and intact: 


Dry dye may be used to mark internal components, making it 
difficult to sell them again. 


Lock-down plates and rail-lock systems can offer a higher level of 
security than the security bracket provided with your computer. They 
may be used in conjunction with, or instead of, a coach bolt through 
the break-out hole. Make sure they're fitted correctly. 
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e Equipment alarms — these are movement detectors which use a 
‘trembler’ sensor to activate an audible alarm. 


4 e Data access control. Special software with encrypted codes offers 
; defence against experienced ‘hackers’. In some situations, it may be 
useful to physically deny access to the floppy disk drive with a floppy 
disk drive lock — which also helps prevent the transmission of 
viruses from unchecked and uninvited floppy disks. 

‘ 


_ A suitable location 


Where to set up The value of your computer system lies in the hardware, software, and 
\ the computer peripherals. Plan the positioning of your computers before you unpack 
them. 


e Bear in mind the security of the computers (see previous section) 
when considering where to put them. Can the room be easily 
J locked? Are the computers visible from outside the school? Is the 
building alarmed? Try to think about all these issues when planning 
where to position the computers. 


e Keep all equipment out of direct sunlight. Sunlight may damage or 
stain plastic casing components, and it may also make it difficult to 
view the monitor. 


e Ban eating and drinking (and smoking, if applicable) in rooms 
containing computers. 


e Place the computer on a flat surface, with plenty of space around it 
to use the mouse, read manuals, and to use other pieces of 
equipment, such as printers and Concept Keyboards. 


e Place the system near to an electricity socket in order to avoid 
trailing cables. Do not over-use multi-plug socket adaptors — 
remember, one adaptor per mains wall socket, and do not share this 
adaptor with electrical devices other than those used as part of the 
Window Box system. Try to avoid putting appliances which use a lot 
| of power on the same set of wall sockets (i.e. the same ring circuit ). 
Such equipment includes kettles, electric fires, photocopiers and fan 
heaters. 


Warning. 
Never disconnect the earth, or fail to connect the earth, in any plug that supplies 


electricity to your computer (i.e. the mains plug of a multi-plug socket adaptor). 


The use of electronic contact breakers can detect and prevent dangerous currents 
from shorting to earth more rapidly than standard fuses. Consult a qualified 
electrician for further advice. 


e Do not place the computer where warm air can blow into the 
ventilation slots on the underside of the computer, or in such a way 
that these are blocked. Ensure that there is an adequate clearance 
(i.e. a few centimetres) at the back of the computer to allow the fan 
to operate effectively. 


e Move the computer as little as possible. If you can, place the 
computer where it can be left safely for long periods. 


e Never move the computer or monitor when they are switched on. 


Essential configuration 


The Welcome to You'll find a sheet entitled Welcome to your RM Window Box! in the 
your RM Window _ computer box. If you haven’t found it yet, please do so. You need to use 
Box! sheet this sheet in order to get started. 


Before you use your Window Box computer, you need to undertake 
some essential configuration as described below. Please follow these 
instructions to the letter. If you encounter problems with this procedure, 
please call RM Support. 


Using the mouse: 


During this procedure, you need to use a mouse. If you're not familiar with using one, 
look at the section Learning to Use a Mouse on page 23. 


1. Find your Certificate of Authenticity. This is a greenish piece of 
paper with a hologram on it. Either it’s in a polythene bag, or it’s 
stuck to the front cover of the booklet /ntroducing Microsoft 
Windows 95. You'll need to enter the number of this certificate later 
on, so keep it to hand. 


2. Switch on your computer (the location of the power switch is shown 
on the Setting Up Your New Computer card). 


3. When you see the 'Welcome to RM Window Box' window, press the 
<C> key on the keyboard to continue. 
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4. 


10. 


he 


13. 


14. 


When you see the ‘User Information’ window, type your name into 
the 'Name' field, and your school’s name into the 'Company' field. 


It is now necessary to use the mouse. Note that when you move the 
mouse, the arrow on the screen moves. Place the palm of your hand 
over the mouse, so that the cable trails away from you. Move the 
mouse around on the desk surface. Note that the pointer on the 
screen moves when you move the mouse. 


Move the pointer, by moving the mouse, until it is over the Next 
button. Click once on the left-hand mouse button. 


The 'License Agreement’ window appears. Read this page. Move 
the pointer over the small white circle (radio button) adjacent to 

‘| accept the agreement’. Click on the left-hand mouse button so that 
a dot appears in the circle. Click on the Next button. 


The next window asks you to enter the number of the Certificate of 
Authenticity (COA). Type in the number of the COA, then click on 
the Next button. 


e lf you made a mistake, click on the Re-enter button, re-type your 
COA number, then click on the Next button. 


At the 'Start Wizard' window, click on the Finish button. 


At the 'System Settings Change’ window, click on the Yes button to 
restart the computer. The computer restarts. 


The next window is the RM Window Box Logon screen. All the 
features of this screen are covered later on in this guide. 


Type in MANAGER and click on the Log On button. 


The next window asks you for a password. The default Manager’s 
password is shown on page vi of this guide. 


. Type in the default Manager’s password, then click on the OK 


button. The Manager’s desktop appears, followed by the 'Welcome 
to Windows 95' window. Click on the Close button. 


Wait a few minutes until activity on the task bar at the bottom of the 
screen ceases. 


Click on the Start button at the bottom of the screen, then click on 
Shut Down. The 'Shut Down Windows' window appears. Click over 
the radio button to the left of ‘Restart the computer?'. Then click on 
the Yes button. Your computer restarts, and the RM Window Box 
Logon screen appears. 
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15. Now refer back to the Welcome to your RM Window Box! sheet to 
continue to learn about using your RM Window Box. 


Setting up Window Box Multimedia 


The sound adaptor in your Window Box computer has these sockets: 

e Joystick or MIDI adaptor (this is the biggest socket, with a number of 
holes). 

e —_ Line input. 

e Line output. 


e Microphone. 


But my sound adaptor has five sockets! 
Some models of Window Box have an additional socket for amplified sound. The 


loudspeakers should be plugged in here. If this socket is present, then the amplifier in 
the speakers does not have to be switched on. 


The headphones plug into the line output socket. 


You need to fit batteries to the speakers or connect them to a 
low-voltage power supply. Once you have done this, connect them to 
the line output socket (the same socket is used for the headphones). 
Volume may be adjusted by the dial on the right-hand speaker. 


Switch on the speaker amplifiers first! 
Speakers supplied with Window Box Multimedia or Sound models are capable of 

amplifying the line output signal, when supplied with batteries or an appropriate power 
supply. The speaker amplifier(s) must be switched on before anything can be heard. 


The microphone plugs into the microphone socket of the sound adaptor. 


The line input socket of the sound card can accept audio signals from a 
variety of sources, such as a radio tuner or a cassette player. 
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ask 1. Logging on as a user 


Have you worked through the sheet entitled Welcome to your RM Window Box! ? 


If you haven't found it yet, please do so. You need to work through this in order to get 
your computer started. 


Let’s press ahead and /og on as a non-Manager user. 
When you come to start up your computer the next time round: 


1. Make sure that the floppy disk drive does not contain a floppy disk. 
The location of the power switch is shown on the Setting Up Your 
New Computer card. Switch on the computer. 


2. Wait fora moment. The Windows 95 start screen appears. This is 
followed by the Window Box Logon screen, that looks similar to the 
following: 


At the Logon screen you need to /og on. This means that you need to 
tell the computer which user you are. There is a default desktop set up 
for ordinary users, and it is as the default ordinary user that you’re going 
to log on to your Window Box computer. (Later on you’ll see how to log 
on as Manager.) 


It is necessary to use the mouse to log on. Note that when you move the 
mouse, the arrow on the screen moves. 
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4. Place the palm of your hand over the mouse, so that the cable trails 
away from you. Move the mouse around on the desk surface. Note 
that the pointer on the screen moves when you move the mouse. 


2. Move the pointer, by moving the mouse, until it is over the little 
arrow to the right of the field under the text Please enter your user 
name. Click once on the left-hand mouse button. The default user(s) 
appear(s) (the Manager is not shown). Move the pointer over one of 
the entries, and click once on the left-hand button. 


3. Move the pointer over the Log On... button, then click the left-hand 
mouse button. 


Alternatively: 
You can type in the name of the user and then press the <Enter> key. 
If you make any mistakes, use the backspace key to delete incorrect characters. 


e |f you see a message such as: 


you need to re-type the text in the box, or select a valid user name from the 
drop-down list. 


ae 
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When you have entered the text correctly, the default user’s desktop 


> appears. 
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You are now successfully logged into Windows. You should see a 
window similar to the one above. Different pictures may be present, and 
existing pictures may be in different positions - depending on the 
particular software suite that was supplied. 


Introducing the user’s desktop 


After you have logged on, the first thing you see is your user desktop, 
from which you can run one of many different programs. It is divided into 
a number of smaller windows, or program folders. Each window 
contains a number of small pictures with program names under them, 

' called program icons or shortcut icons (we will use the term icons). 

| Each icon represents one program. 


There are two ways of running programs from the desktop — from the 
icons in the program groups, or from menus which you reach from the 
Start button. You’ll learn how to do this later in this chapter. 


Having come this far, it is appropriate to tell you how to /og off your 
Window Box system, should you wish to do so at this stage. 


, Logging off When you have finished using the computer, you need to /og off, so that 
the computer is ready for the next user to log on. 


ee  —e—— 
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Shutting the 
computer down 


Use the mouse to move the arrow uniil it is over the button entitled 
Finish in the upper right of your screen. 


Now click on the Finish button (press the left-hand mouse button 
once). 


The following window appears: 


F ClassMate Desktop 


Move the pointer over the Yes button. 
Click on the left-hand mouse button once. 


The Logon screen reappears. (If someone else is going to use the 
computer, leave it with the Logon screen showing, so that the next 
person can log on.) 


If you are the last person to use the computer at the end of the day, 
then you'll need to shut the computer down (see below). 


Move the mouse so that the arrow now covers the Shut Down 
button. 


Now click on the left-hand mouse button once. 


A window appears: 


ERM ClassMate 


This gives you a chance to change your mind. 


Move the pointer over the Yes button. Click once on the left-hand 
mouse buiton. 


It is now safe to turn off your computer. 


‘ Chapter 1 Introducing RM Window Box 


’ Note: 
! We recommend that you shut down and switch off each of your computer systems at 
the end of the day. 


Do not switch off the computer without logging off and shutting down properly. 


’ If you press the reset button or turn the computer off whilst Windows is running, you 
| risk losing work that has not been saved beforehand. 


Never switch off the computer when the red light marked HDD is on, or when the 
green light on the floppy disk drive is on. 


Now that you've taken a glimpse at your new system, take a little time to 
read through the remainder of this chapter, and the next, before logging 

on as Manager in Task 2. You'll need to understand the concepts 

introduced in the next pages in order to undertake further tasks. 


_ Introducing disks 


The Window Box computer has a floppy disk drive, a hard disk drive and 
may have a CD ROM drive. 


CD ROM drives 


— =e 
A CD ROM drive is designed to read a CD ROM, which is a disk that is 


capable of holding up to (but doesn’t necessarily hold) 680MB of data. 
The CD ROM is read-only, unlike a floppy disk or a hard disk. 


CD ROMs are inserted directly into a CD ROM drive, by being placed 
onto a tray that opens from the drive. 


A number of larger programs are now sold on CD ROM, and then 
installed from the CD ROM onto the hard disk. Other programs, often 
multimedia programs, or large databases (such as encyclopaedias) are 
run directly from the CD ROM drive. These programs often need a much 
smaller program to be set up on the computer’s hard disk, so that they 
can be started by clicking with the mouse pointer on an icon. 


eC 
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Looking after Keep CD ROMs: 


CD ROMs 
e Away from abrasive materials that may scratch the surface. 


e Away from any substance that may leave a residue on the surface 
(this includes coffee!). 


e Free from fingerprints. Only handle a CD ROM by the edges or 
centre hole. 


e In their case at all times when the CD ROM is not being used. Never 
leave a CD ROM label-side-up on any surface. 


e Clean. Audio CD cleaning kits are available, which are ideal for 
CD ROMs. You may clean a CD ROM with a damp, non-abrasive 
cloth, and water or methylated spirits, but only do this if its 
absolutely necessary. Never use organic solvents (trichloroethane, 
white spirit, turpentine, petrol, etc.), or LP or tape-head cleaners on 
a CD ROM, as they will damage the surface and render the disk 


unusable. 
Floppy disks Nowadays, floppy disks used in computers are 32-inch. 
High- and The whole disk, consisting of a plastic case containing a thin disk, fits 


low-density disks _into the floppy disk drive. The magnetic surface of the disk is inside and 
cannot be seen unless you open the shutter (be careful not to touch the 
disk surface if you try this). Do not confuse these disks with hard disks. 


There are two types of 3%-inch floppy disk: 


High-density disk Low-density or ‘double-density’ 
disk 
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’ Copying 


floppy disks 


Formatting 
floppy disks 


Write-protecting 
floppy disks 


_ Looking after 


floppy disks 


High-density disks have small square holes in both bottom corners of 
the disk; low-density disks have a hole in one corner only. A 
high-density disk can store twice as much information as a low-density 
disk. Low-density disks may also be referred to as ‘double-density’ 
disks. 


The Window Box computer can use both types of 31-inch floppy disks. 
However, when you are copying a disk (using Copy Disk) you must 
make sure that the disk you are copying to (the target disk) is the same 
type as the disk you are copying from (the source disk). Copy Disk is 
described later, in Chapter 6. 


Warning: If there are any files on the disk, they will be lost when you format the disk. 


Before formatting a used disk, always check that all the files on the disk are either 
stored elsewhere, or are no longer needed. 


Floppy disks must be ‘formatted’ before you can use them for the first 
time. Format Disk is discussed in Chapter 6. 


You can make sure that files on the disk are not accidentally overwritten 
or deleted by write-protecting the disk. However, this also means that 
you cannot save new files to the disk unless you change the disk to 
read/write again. To write-protect a 34-inch floppy disk, slide down the 
plastic square which covers one of the small holes in the disk so that the 
hole is open: 


Keep disks: 


e Away from magnetic fields (such as those caused by monitors, 
telephones, loudspeakers, televisions and other electronic 
equipment). 
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Clean and dry. 


Out of direct sunlight and away from sources of heat. 


The hard disk Here are some of the differences and similarities between hard disks, 
CD ROMs, and floppy disks: 


The hard disk is fixed inside your computer; it cannot be seen from 
the outside of the computer, and cannot be removed like a CD ROM 
or floppy disk. 


Most computers have only one hard disk, whereas you may use 
many different CD ROMs and floppy disks with a single computer. 


Unlike floppy disks, the hard disk in your computer is supplied 
ready-formatted with various programs installed on it — you do not 
need to format the hard disk (and should not attempt to). ACD ROM 
is read-only, and cannot be formatted. 


The hard disk can store more information than a CD ROM, and 
much more information than a floppy disk. The hard disk can 
retrieve and store files more quickly than CD ROM drive, and far 
more quickly than a floppy disk drive. 


The hard disk is called drive C:; the CD ROM drive is usually 
drive D: or H:; the floppy disk drive is drive A:. 


You can start up the computer from the hard disk, just as you can 
start it up from some floppy disks (but not CD ROMs). The computer 
looks first at the floppy disk drive to see if a floppy disk is present. If 
there is a disk in the floppy drive, then the computer will attempt to 
start up from it. If there is no floppy disk present, the computer then 
looks at the hard disk. The Window Box computer usually starts up 
from the hard disk — so if there is a floppy disk present in the drive, 
Windows will not start properly. 


The hard disk stores files in exactly the same way as floppy disks. 
Files can be renamed, deleted or copied from one part of the hard 
disk to another (or to a floppy disk). A CD ROM is read-only, so you 
cannot store your own files on it; neither can you delete or re-name 
the files already present on the CD ROM. 


You can run programs from the hard disk, just as you run them from 
CD ROMs or floppy disks. 


Like the CD ROM drive and the floppy disk drive, the hard disk has 
an indicator light, on the front panel of the computer, which flashes 
when the hard disk is in use. The light is marked HDD. 
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Looking after the Hard disks are generally reliable and trouble-free. However, the 
| hard disk following guidelines will prevent damage to the hard disk: 


e Always wait for the hard disk light to go out before switching off or 
restarting the computer. 


e Before moving the computer, click on the Shut Down button on the 
Logon screen, confirm the shutdown, then switch off the power and 
wait for at least 30 seconds. Never move the computer while it is 
switched on. 


| e Place your computer where it will not be jolted or subject to 
vibration. 


Chapter 2 
Understanding Windows 


What is Windows? 


Windows is a program that allows you to control your computer with a 
mouse. The commands that you may choose to give the computer are 
presented to you as a series of small pictures, known as icons or 
shortcuts. This is a lot easier to use than trying to memorise lots of 
relatively obscure commands, which was the way that people used to 
control (micro)computers. 


You are able to run more than one program at once on Windows. For 


example, Talking First Word may be busy printing a file, but you can still 
continue to draw with Colour Magic. This is known as multitasking. 


Who are the users and who is the Manager? 


Who are the A Window Box user is anyone who wishes to run a program ona 

users? Window Box computer. Users /og on using their assigned user name, 
then choose from the selection of program icons that are available to 
them. 

Who is the . 

Manager? There should only be one Window Box Manager (for any given Window Box 


computer). If there’s more than one, the Managers may become confused and 


frustrated by each others’ changes to the computer. 


Other staff should log on as non-Manager users. There is no advantage for them to 
log on as Manager. 


You can access Windows 95 features if you are logged on as Manager. 
Some of these options are not available from the users’ desktops in 
order to protect the integrity of your system. The Window Box Manager 
can access these features because the Manager is responsible for 
setting up and maintaining the computer to suit the needs of all Window 
Box users. Users are restricted from having access to ‘dangerous’ 
programs like Explorer and Control Panel. 


The Window Box Manager is responsible for setting up and maintaining 
the computer to suit the needs of all Window Box users. The Manager 
will usually be the member of staff who is most familiar with computers 
and IT. All other staff should log on as standard users. 
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The Manager's tasks include: 
e Creating and configuring user desktops. 


e Setting up printers and other peripherals such as Concept 
Keyboards and touch screens. 


e Installing new software and making it available to users. 
e Managing files on the hard disk, and on floppy disks. 


e Enabling RM SchoolShare and adding computers to the 
RM SchoolShare System in order to share printers and to share 
Internet access. 


The Manager is provided with a number of tools to use, create, 
configure and maintain the other users. The Manager differs from other 
users in a number of ways. 


e You cannot delete the Manager or change its name. 


e When you log on as Manager, you are asked for a password. The 
default Manager’s password can be found on page vi. It is 
recommended that the Manager changes the Manager’s password 
as soon as some familiarity with the system has been gained. The 
procedure for changing the Manager’s password is covered in 
Task 8. 


e You can permanently change the desktop for different users. You do 
this with a tool called the ClassMate Manager. Ordinary users 
cannot change the appearance of their desktops. 


e All non-Manager users have a restricted desktop. They do not have 
programs that may be used to re-configure Window Box, such as 
the ClassMate Manager. Logging on as Manager gives you 
Windows 95. 


This guide gives the Manager a step-by-step explanation of how to 
manage Window Box successfully. It is organised as a set of 
self-contained tutorial tasks, each of which achieves a particular 
objective. Use the table of contents to find the section on the task you 
wish to perform. 
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Task 2. Logging on as Manager 


Ensure that your computer is switched on, and at the Logon screen. 


1. Click in the box beneath Please enter your user name and type 
Manager 


2. Now click on Log On.... The next window asks you to enter your 
password. 


3. The default password is shown on page vi. Type it in. 


4. Click on OK (or press <Enter>). 


Note: The default password in this book always matches the default password on the 


computer with which it was supplied — this is not necessarily the same as the default 
password for other releases of Window Box compuiers. 
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Logging off 


You have now successfully logged on as Manager, and what you now 
see is the Manager’s desktop: 


This is a Windows 95 screen, from which you have access to the 


ClassMate Manager program and RM Printer Setup in addition to the 
Windows 95 utilities. 


In the second half of this task, you’ll log off and put the system back to a 
configuration where any other user can log on. Logging off as Manager 


is different than logging off as an ordinary user, as you are given more 
options. 


To log off: 


1. Move the pointer over the Start button, and click once (on the 
left-hand mouse button). 


2. Move the pointer over the entry Shut Down and click once (on the 
left-hand mouse button). 
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3. The ‘Shut Down Windows' window appears: 


| The options offered are (don’t click on anything yet): 


e Shut down the computer? Select this option when you want to 
switch the computer off. We recommend that you shut down and 
switch off the computer at the end of the day. 


e Restart the computer? You do not need to select this option 
unless specifically told to do so by a dialog box. This may occur 
during the installation of a new program, or after changes have 
been made to the configuration of Windows 95. 


e Restart the computer in MS-DOS mode? You won't need this 
option, unless you have a specific need to run the older 


operating system called MS-DOS. 
For normal use, 


select this e Close all programs and log on as a different user? Select 
=> this option when you wish to log off. 


4. Click over the entry Close all programs and log on as a different 
user? 


A circle appears in the button, to show that it has been selected. 


5. Click on Yes. The Logon screen appears. 


Task 3. Learning to use the mouse 


You usually use Windows with a mouse (although you can use the 
keyboard if you know how). If you already know how to use a mouse, go 
to the next section entitled Learning Some Basic Windows Skills. 
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The arrow on the screen whose position is determined by the mouse is 
shown in the margin. 


This is known as the pointer. It is normally an arrow, but may be one of 
a number of different shapes. For example, with word processors, the 
pointer changes when over the text. 


When the computer is busy, you may see the arrow pointer change to 
the shape of an hourglass. 


When the computer is busy, but able to undertake further tasks if 
required, you see both the arrow and the hourglass. 


Try not to press any keys or click the mouse buttons while just the 
hourglass is on the screen. Wait until it changes back to an arrow or 
arrow-and-hourglass shape. 


Cover the mouse with the palm of your hand, with the cable trailing 
away from you. When you move the mouse on the mouse mat, the 
pointer on the screen moves. When the pointer is over a button or menu 
entry, you generally need to ‘click’ to activate it. To ‘click’, you press the 
left-hand mouse button once. There are some menus that become 
active when the mouse pointer is over them without clicking. 


To double-click, click the left hand mouse button twice in quick 
succession. Double-clicking over an icon will run the program 
associated with that icon. 


If you know how, you are able to customise a lot of things on your 
screen, and the pointer is no exception. A larger arrow may be more 
suitable to smaller children. You don’t need to have an arrow at all, if 
you don’t want one. You can see how to change the pointer on 

page 172. 


Task 4. Learning some basic Windows skills 


Let’s take a look at the taskbar. This is usually the lowest bar on the 
screen. At the left of the taskbar, you can see the Start button (see 
margin). 
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1. Log on as Manager. At the Manager’s desktop, move the mouse so 
that the pointer covers the Start button . 


2. Click once on the left-hand button of the mouse. A menu appears 
from the taskbar. 


3. Move the pointer over the entry Help. Note that the entry becomes 
highlighted when the pointer moves over it. Click once. 


The ‘Help Topics: Windows Help’ window appears. 


1 @ Introducing Windows 
ie How To... 

1@ Tips and Tricks 

1@ Troubleshooting 
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4. Ensure that the Contents tab is at the front. If it isn’t, then click on 
the Contents tab (see margin). 


The Contents page has a number of options. 


5. Click once over the top entry: Tour: Ten minutes to using 
Windows. This entry becomes highlighted. 


6. Click on the Display button. 


A window appears with the message: ‘Loading the Tour. One moment 
please.’ 


The ‘Welcome to the Windows 95’ Tour window appears. 


You are offered five options. We recommend that you take a look at 
each option — you can work through them quickly if you find that you are 
already familiar with the material. 


If you had a look at each section, the ‘don’t forget’ window appears. You 
may either leave the tour, or have another look at any of the sections. 


e If you don’t wish to (or haven’t time to) look at all of the sections, 
then you may leave the tour at any stage by clicking on the Exit 
button. This is in the top right-hand corner of the display. 


If you followed each tour, you will be able to: 


e Start a program by using the Start button, then navigating through 
the menus. 


e Close a program. 
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e See the contents of the hard disk. 
e Delete or copy files. 

e Locate files. 

e Switch between different windows. 
e Minimize and restore windows. 

e Find help on a specific topic. 


e Use context-sensitive help. 


Task 5. Using Windows Clipboard 


Clipboard is a very useful Windows feature. It allows you to move text 
and pictures within a workfile, or to transfer them between different 
Windows programs, without saving and loading files. 


Most Windows programs offer an ‘Edit’ option on their menu bar. Within 
the edit menu there is usually a ‘Copy’ option. 


In the following task, you'll use Windows Calculator to obtain an 
arithmetical result, then you are going to copy this figure from Calculator 
into some text in Windows WordPad. 


Start up Window Box, and log on as Manager (as in Task 2). 
Open WordPad from the Start menu: 


1. Click on Start. Your user desktop minimises. The Start menu 
appears from the taskbar. 


2. Move the pointer up the menu so that is over the Programs entry. A 
second menu appears to the right of the Programs entry. 


3. Move the pointer over the Accessories entry. 


Menus, sub-menus and icons. 

Menu entries that lead to sub-menus always have an arrow to the right of the entry 
name. You don’t need to click the pointer over a menu entry in order to view a 
sub-menu. After a little practice, you'll be able to move through the menu system 
very rapidly. 


However, when you wish to run a program from a menu, you do need to click once 
on the menu item. Menu entries which run programs (or open windows or dialog 
boxes) do not have an arrow next to them. 
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Move the pointer over the WordPad entry. 


Start up WordPaad, by a single click on the WordPad eniry. The 
window ‘Document — WordPad’ appears and a WordPad button 
appears on the taskbar. 


Enter some text... 
To call RM from abroad: + 


Click on the minimize button. This is the left-hand button of the three 
buttons at the top-right of the ‘Document — WordPad’ window. 
WordPad is minimized and your desktop appears. 


Reminder: If you followed the Windows Tour you will already be familiar with the 
buttons on the top right of your screen. They are: 


the close button. 


the minimize button. 


the restore button. 


the maximize button 


Click on Start, move the pointer over Programs, then Accessories, 
then over Calculator. Click once on the left-hand mouse button 
when the pointer is over Calculator. (Or, if it is visible, you can 
double-click on the Calculator icon on your user desktop.) 


The Calculator window appears. 


To use the Windows Calculator, move the pointer over the relevant 
keys, then click once (left-hand button). Do the following calculation: 


13109 * 33659 - 5 = * 1000 = 


In the Calculator window, click on Edit. A menu with two options 
drops down — Copy, and Paste. Move the pointer over Copy and 
click once (left-hand button). This copies the answer display to the 
Windows Clipboard. 


Chapter 2 Understanding Windows | 


Note: the entries 


Edit View Help 


comprise the menu bar for Calculator. All Windows programs have a menu bar, 
with similar entries. Many programs have additional options on the menu bar. 


Some programs allow the menu bar to be hidden. If this is the case, the menu bar 
can often be retrieved by pressing the <Esc> key. 


11. Click once on the close button (top-right). This closes Windows 
Calculator. 


12. Look at the taskbar. This always has the Start button, and buttons 
for programs that are still open. Pressing any of these buttons (using 
the mouse) restores a program’s window. 


In this case, there is a button labelled Document — WordPad. Move 
the pointer over this button, and click. 


The ‘Document — WordPad’ window is restored. 


13. Check that the cursor is at the end of the sentence. If it isn’t, move 
the mouse cursor to the end and click. 


14. On the menu bar, click on Edit. A pull-down menu appears . (Note 
that some of the entries are greyed out.) 


15. Click on Paste. 
WordPad should now contain the line: 
To call RM from abroad: +441235826000 


16. Click on File, Exit to close WordPad. A window appears asking if 
you want to save changes to the document. Click on No. WordPad 
closes and your desktop reappears. 


When you were using Calculator, you copied the answer from the 
screen, using the Copy option. Where exactly did you copy it to, before 
you pasted the answer into WordPad? 


You copied the answer to Windows Clipboard. You don’t see the 
Clipboard, but it’s always there to copy text or pictures into, or from, 
using the Copy and Paste commands present in all Windows programs 
where they might possibly be used. 


as j|-- rere’ 
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Note that WordPad has an additional command that uses Clipboard — 
Cut. How do you think this differs from Copy?! 


Clipboard may also be used to copy or move (using the Cut option) text 
or pictures around within the same document. 


Remember that every time you copy something to Clipboard, you 
overwrite its previous contents. You cannot add to something already 
held in Clipboard. 


Task 6. Using on-screen Help 


Viewing the 
on-screen Help 


Contents 


Index 


Find 


Most Windows programs coniain their own built-in reference guide to 
help you use the program, in addition to any paper manuals that may 
come with it. 


This is called on-screen Help. 


Note: On-screen Help is also covered in the Windows Tour. 


1. From the Start menu click on Help. The ‘Help Topics: Windows 
Help’ window appears. 


Three possible tabs are offered. 


Contents shows all the help topics available for the program. Once 
a topic is selected, further sub-topics may be offered. This allows 
you to home in on the required entry. 


Index shows an index of all the help topics available. If you type in a 
word that is in the index, then it will be located in the index. If there 
are sub-entries, then you may select one. 


Find allows you to search for specific words or phrases. The first 

_ time Find is used (for a given program, in a given work session), a 
database of all the useful words is built up. You then type in the 
word or words that are relevant to your search. The topics that 
contain the word (or any of the words) are displayed. 


1 When text is selected, then ‘cut’, it is copied to Clipboard and removed from the 
document. 
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Hint: 
When using Find, to select an additional matching word without losing that 
already selected, hold the <Ctrl> key down when you press the mouse button. 


To select a list of words (which must be contiguous — without any breaks), click 
over the starting word so that it is selected. Move the pointer over the last word in 
the list, hold down the <Shift> key, and press the mouse button. If there are 
breaks in the list, use the <Ctrl> key, as described immediately above. 


Click on the close button to close Help. 


If you are in a Windows program and need information about the 
program, move the mouse pointer to the Help entry in the program’s 
menu bar, and click once on the left-hand mouse button. 


1. Click on the Start button. 


2. Move the pointer slowly to Programs, then over Accessories, and 
over Paint. Click once. A window, ‘Untitled - Paint’, appears. 


3. Click on Help. 


You see a typical pull-down menu. This has two entries; the first, 
‘Help Topics', and another, lower down, that usually starts with the 
word ‘About’ and is often followed by the program name, in this case 
‘Paint’. 


The About... entry informs you of the version number, copyrights, who the product 
is licensed to, the amount of memory used by Windows, and how much of the 
System Resources are free. 


What are System Resources? The figure shown here gives an approximate 
indication of what proportion of the processor's potential power, and what 
proportion of the computer’s RAM is employed in keeping Windows and the 
currently open programs running. It’s not a figure to worry about — but do bear in 
mind that it is not advisable to fritter away your computer's power on running 
programs that you are no longer using in your current work session — close them 
down — don’t simply minimize them! 


Help Topics is your lead into on-line help. The structure of the 
options available from this entry is similar to that which you'll see 
shortly when we check out the Help entry in the start menu. 


Help in 16-bit programs. 
instead of Help Topics, your program might offer Contents or Index or similar — 


especially if it was designed prior to the advent of Windows 95. 
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4. Move the pointer to Help Topics and click. 


5. Ensure that the Find tab is at the front — if it isn’t, then click once on 
it. 


If this is the first time that Find has been used in Paint, the Find Setup Wizard 


window appears. Click on Next to accept the default (recommended) setting, 
followed by Finish. 


6. What if you want to know about editing using the Zoom In 
command? 


Type (in the top box): 
zoom 


In a few moments some entries appear in the centre and lower 
boxes. 


isplaying arid lin 
Filling an area with color 
Zooming in or out 


The centre box displays (whole) words actually present in the help 
text. In this example, the letters ‘zoom’ are present as the word 
Zoom, or as part of the word ‘zooming’. These words are displayed 
in the centre box. You are given the option of selecting one of these 
words. 


The lower box displays the topics which hold the words in the centre 
box. In this example, the topic ‘Zooming in or out’ is shown, which 
would appear to be most relevant to what we’re looking for. 


__ _ 


__ 


__ 
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ad 
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7. Click over the entry Zooming in or out, so that it becomes 
highlighted. 


8. Click on Display. The following window tell us what we need to 
know: 


and thef-click Normal Size: Large 


9. From this window you may: 
e Return to the Find tab. 
e Return to a previous help screen (this isn’t relevant to this 
example). 
e Do various things with the help text: 
Annotate — add your own notes 
Copy to Clipboard 
Print 
Font — change the font size 
Keep help on top of the screen you’re working on 
System Colors — change the colour of the help window to 
match your Windows colour scheme. 
10. Click on the close button on the ‘Paint Help’ window to return to 
Paint. 
A quick way of You can access Help in ai/ programs where Help is available simply by 
getting Help pressing the <F1> key. 
Try this from the Paint window: 
1. Press the <F1> key. 
2. The ‘Help Topics: Paint Help’ window appears. 
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Familiar with 
Windows 3.1? 


3. Have a look at the other Help options that are available to you. Click 
on the tabs and then click on an item to select it. Once you have 
selected it, click on Display to view the item. 


Return to Paint by clicking on the close button in the ‘Paint Help’ 
window and click on the close button in the ‘Paint’ window to return 
to the user desktop. 


Some programs have context-sensitive Help. To use this, if it is 
available, you click on the short-cut Help button (see margin), and then 
click on the item that you want to know about. 


Note: When it is available, you can also use your mouse to access Help for a screen 
item. Click with your right mouse button on the area you want Help on, and then click on 
What's This? when it appears. 


If you have already used Windows (or are familiar with Window Box on 
Windows 3.1), then you'll find the section ‘If you’ve used Windows 
before’ useful. 


Note: You can only access Windows 95 features if you are logged on as Manager. 
Users start their programs from the icons on their user desktops and are restricted from 
access to ‘dangerous’ programs like Explorer and Control Panel. 


To find the section ‘If you’ve used Windows before’: 


1. Move the pointer over the Start button, and click once on the 
left-hand button of the mouse. 


2. Move the mouse pointer over Help, and click once. The ‘Help 
Topics: Windows Help’ window appears. 


3. Ensure that the Contents tab lies at the top. If it doesn’t, then move 
the pointer over the tab and click once. 


4. Move the pointer over the If you’ve used Windows before eniry, 
and click once, so that it becomes highlighted. 
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5. Click on the Display button. The ‘Windows Help’ window appears. 
Follow the instructions to find out how Windows has changed. 


4 If pou've used Windows before: answers to common questions 


Ta find out how Windows has 
changed, click one of the buttons 
below. 


How do | start programs? 


‘What happened to my 
program groups? 


‘What happened to File 
Manager? 


What happened to Control 
Panel? 


More questions and answers 


6. When you have finished, click on the close button to exit Windows 
Help. 


Task 7. Saving and loading files from Windows programs 


You may save work from Windows programs (running on a Window Box 
computer) to: 


e The hard disk inside the computer (drive C:). 
e A floppy disk in the computer's floppy disk drive. 


Saving files to the The process of saving files to the hard disk involves the same menus 

hard disk (drive C:) and commands in all Windows programs. In the task below, you’ll use 
the Windows program WordPad, but this exercise applies equally to all 
Windows programs able to save files. 


1. Start up WordPad (from the Accessories window), and type in 
some text. Notice that at this stage the title bar is 
‘Document - WordPad’. 


2. Now click on File on the menu bar, then click on Save. The ‘Save 
As’ window appears: 
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&) My Computer 
3 3% Floppy [A:) 
ea Hard disk (C:) 


2a (D:] 


This big box is the List Box; it lists those folders and files in the folder currently in the Save 
in box. In this example, the folder ‘Desktop’ is in the Save in box, and the folder ‘My 
Computer’ is shown in the List Box as it is the only folder immediately ‘beneath’ the 
‘Desktop’ folder. 


Word for ‘Windows 6.0 


At this stage, Windows doesn’t know where you'd like to save the 
file, so you are shown a default folder, such as Windows, or 
Desktop, or possibly Work. (The default folder shown depends on 
the exact configuration of your Window Box.) 


Remember: All folders on all drives — the floppy disk drive, the hard disk, or 


CD ROM - lie ‘below’ the Desktop folder. 


e If the folder Desktop fills the Save in box, then the folders that 
lie directly off Desktop are listed below the words Save in:. For 
your Window Box computer there is only one folder in this box, 
My Computer — skip the next bulleted paragraph and continue 
at step 3. 


e If the folder currently shown in the Save in box is Windows, 
then click on the button shown in the margin, to move ‘up’ to the 
folder Hard Disk (C:). Now click again on the same button — My 
Computer now fills the Save in box — please skip step 3, and go 
on to step 4. 


ef the folder currently shown in the Save in box is Work, then 
join us at step 6 — but please read the note about the Work 
folder below. 
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3. Double-click on My Computer. My Computer now fills the Save in 
box. Note the three folders usually listed are 3% Floppy (A:), Hard 
disk (C:) and (D:) or (H:)'. 


4. Inthe List Box, Double-click on Hard disk (C:). 


Note: You are now at the root directory of the hard disk. 


5. Find the Work folder from those displayed in the List Box. This is 
where all workfiles ought to be stored, if they’re to be easily 
retrieved. 


The Work folder. 

Use the Work folder to store all workfiles — not just those generated by WordPad. 
Nearly all programs have a Save option, and you'll need to navigate down the folder 
structure to find the same Work folder, in the same manner that you have just done for 
WordPad. 


If you'd like to keep each pupil’s workfiles in a separate folder, these need to be created 
first. A full description of how to do this is beyond the scope of this guide (though any 
book on Windows 95 should help you with this). Briefly: 


Note: You can only run Windows Explorer as Manager (or in Maintenance Mode), 


so don’t try this until you’ve read the remainder of this guide. 


Start Windows Explorer. 

Move down the folder structure, so that the Work folder is in the left-hand field. 
Click on File, then New. 

Click on Folder. 

Type in the pupil's name — i.e. the name of the new folder. 


Press <Enter> to finish typing. The new folder has been created. Either repeat the 
process, or close Windows Explorer. 


6. Double-click on Work. WordPad files (and any folders you may have 
created — see the boxed section above) are shown in the large box. 


1 The folder D: or H: corresponds to the CD ROM drive, and is consequently only 
present on Window Box Multimedia computers. 
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A file’s extension determines whether it’s listed or not. 
WordPad document files have an extension of .DOC, thus all the files ending in .DOC (if 


any) are listed in this box. Other programs create workfiles with specific extensions, and 
only list their type of files. Often programs allow you to see all the files present in a 
folder shown in the Save As window if you want to, or selected types of files. 


7. Move the pointer over the File name field, and enter a filename (for 
example, My Document). Do not add the .DOC extension, as 
WordPad will do this for you. A filename can contain up to 255 
characters, including spaces, although it cannot contain any of the 
following characters: 


Lie Se Sd 


What about filenames created by 16-bit programs? 

What about filenames read by 16-bit programs? 

You will inevitably encounter programs written before Windows 95 was put together. 
These (16-bit) programs have more limitations on the length of filenames and on the 
characters that you can use than Windows 95 (32-bif) programs. If you are using an 
older (16-bit) program, the filename can’t be longer than eight characters. 


When most older programs read long file and folder names, they are truncated. For 
example, files created by a Windows 95 program as My Document.doc and My 
Document for Thursday.doc will become mydocu~1.doc and mydocu~2.doc 
respectively. The same applies to long folder names. 


When you have entered your filename, click on the Save button. 
Note that the title bar now shows the file name. 


Remember to save this file again if you make any additions or changes 
that you wish to save, once you have saved the file for the first time. 
This is a simpler process than the initial ‘Save’ and there are two ways 
that you can do this. 


From the menu bar: 

1. Click on File in the menu bar. 
2. Click on Save. 

Or, 

From the toolbar. 


1. Click on the Save button. 
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This updates the saved file with any changes you have made since the 
last save. 


Now close WordPad, by clicking on the close button. 


The ‘Save As’ A number of programs (examples are Paint and WordPad), offer 
option another file saving option, in addition to ‘Save’. This is the ‘Save As’ 
option. 


You can specify a different filename in the same manner as you did the 
first time you saved the file. 


You can also change where the file is saved. For example, if you now 
wish to save your file to a floppy disk, then you can specify this in the 
‘Save As’ window. 


1. Place a formatted floppy disk in the floppy disk drive (make sure it’s 
one that’s not completely full). 


2. Start up WordPad and enter some text. 


3. Click on File then Save (or Save As — both options take you to the 
‘Save As’ dialog box the first time a file is saved). 


You now need to specify the drive. Remember that this is 
represented as a folder, called '3% Floppy (A:)'. This folder is in the 
My Computer folder, which, in turn, lies in the Desktop folder. 


Hint: Move ‘up’ the folder structure (if you need to) by clicking on this button: 


4. When you have '3% Floppy (A:)' in the list box (do this by moving up 
or down the folder structure as necessary — see page 37), 
double-click over it to put in into the 'Save in’ field. The pointer 
becomes an hourglass, as the computer reads the floppy disk. 


You may see this... 
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It means that the floppy disk is not formatted...or you may see this... 


if there’s no floppy disk in the drive. 


In either case, insert a formatted floppy disk, and click on the OK 
button or the Retry button, as appropriate. 


The box now lists those WordPad files (if any) present on the disk 
(i.e. in the folder '3¥2 Floppy (A:)’). 


5. Move the pointer to the File name box, and click to highlight the 
existing text. 


6. Enter a filename. Remember, do not include the .DOC extension as 
WordPad will do this for you. Remember, there are some characters 
you can’t use. These are listed in the previous section, Saving Files 
to the hard disk. 


important: (Don’t add your own extension, this is done automatically) Never add 
an extension that isn’t ‘.doc’. You'll have trouble finding the file again if you do, as it 


won't be listed automatically — only files with the extension '.doc’ are listed by 
WordPad. The same philosophy applies to all programs. 


7. Click on Save. 


You may see this... 


If this is the case, then the write-protect tab has been set to 
read-only. Take out the floppy disk. There will be one or two holes at 
the bottom corners. One of these holes has a little piece of plastic 
that slides over the hole. Slide the plastic over the hole, so that it is 
covered. (Another hole may be present, without a sliding piece of 
plastic. Leave this hole open.) 


[ 
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Return the floppy disk to the floppy disk drive, and click on OK, or 
press <Enter>, then click on Save. 


Note that the title bar of your document now displays the new 
filename. 


8. Now close WordPad by clicking on the close button. 


After you have saved files to the floppy disk for the first time, the 
computer assumes that you wish to save to a floppy disk every 
subsequent time that you save a file, in the same work session. If you 
shut down the program, then use it subsequently, the folder that 
appears in the Save in field will have reverted to the default drive. You 
will need to change it back to 3% Floppy (A:) by the method described 
above. 


The Save As option also allows you to save a file that has already been 
saved, but with a different filename. Try it for Paint: 


1. Start up Paint, and scribble a little. 


2. Click on File, then Save. Make sure that the 'Work' folder is shown 
in the 'Save in:' field. Change the file name if you think of one more 
appropriate than ‘Untitled’, then click on Save. 


3. Now, scribble a bit more. 
Suppose that you wish to keep your old version of this picture, but 
now wish to save the updated picture as well. This is possible with 
the Save As option. 


4. Click on File and then Save As. Note that the current file name 
appears highlighted in the File name box. Type in a different 
filename and click on Save to save the file. 


5. Now close Paint by clicking on the close button. 


| Loading files into Windows programs 


_ Loading files from After you have saved a file to a floppy disk or the hard disk, you will 


the hard disk 
(drive C:) 
\ 


probably need to re-load it during a later session. All the users’ Windows 
programs use the same file menu to open a file. 


Are the menus the same for 16-bit programs? 
Programs written to run on versions of Windows before the appearance of 
Windows 95 (i.e. 16-bit programs — see glossary) may have different windows from 


those described below, although the basic functionality of the menu entries is similar. 
Programs written for Windows 95 (32-bit programs — see glossary) all have similar 
windows for loading files. 
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For example, to open a document in Windows WordPad : 


1. Click on the File entry on the menu bar: 


Document - WordPad eee 


2. Click on the Open command. The ‘Open’ window appears. 


Remember, you may need to navigate through the folder structure to ensure that 
the folder Work is in the Look in box. You do this just as you did for saving a file — 
have another look at this (starting on page 35) if you’re not sure how. 


Another WordPad file 
| Document 
Letter to Santa 
y First WfordFad tile 


My First WordPad file 


In this window you will find a list of folders and WordPad files (if any) 
that are in the Work folder. 


3. Move the pointer over the file that you wish to load, and click once 
so that it becomes highlighted, and appears in the File name box. 


4. Click on Open. 


The title bar now includes your filename, and you can edit the text in 
the open file. 
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Loading files from This process is very similar to that described above for loading files from 
| floppy disks the hard disk. However, it is necessary to tell the computer that you 
(drive A:) need to load files from a floppy disk (i.e. the folder 3% Floppy (A:)). 


1. Insert a floppy disk which you have previously saved a WordPad file 
on. 


2. Click on File on the menu bar. 
3. Now click on Open. 


e Which folder is in the Look in: box? If it’s Work then you need 
| to move up the folder structure: 


i. Click on the Move to parent folder button (see margin). The 
parent folder of the Work folder, which is 'Hard disk (C:)' now fills 
’ the ‘Look in:' box. 


ii. Click again on the Move to parent folder button — you’re now at 
the 'My Computer' folder. 


iii. Double-click over the 3% Floppy (A:) folder in the large box. 
The floppy drive is read, and any WordPad files present are 
displayed. 


If you’re elsewhere in the folder structure, then you need to move 

_ either up the structure (with the Move to parent folder button), or 

) down the structure (by double-clicking on the appropriate sub-folder 
in the large box) until you have the 3% Floppy (A:) folder in the 
Look in: box, and the WordPad files on the floppy disk are 
displayed in the large box. 


Remember: if you see this... 


then there’s no floppy disk in the drive. 
Insert a floppy disk, and click on the Retry button. 


4. Click over the file you’d like to view in WordPad, so that it is 
highlighted, then click on Open. 


. The title bar now includes your filename, and you can edit the text 
that has been loaded. 


| 
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Task 8. Changing the Manager’s password 


The first thing you should do as Manager is change your password, to 
prevent unauthorised users logging on to the system as Manager using 
the default password. 


Start at the Logon window. 


1. 


EOI 


Click in the box beneath Please enter your user name and type 
Manager. 


Now click on Log On.... The next window asks you to enter your 
password. 


Type in the default Manager’s password (shown on page vi). 
Click on OK. 

At the Manager's desktop, click on Start. 

Move the pointer over Settings, then over Control Panel. 


Click once over Control Panel. 
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8. Move the pointer over the Passwords icon and double-click. The 
‘Passwords Properties’ window appears. Make sure that the 
Passwords Change Passwords fab is at the front. 


¥ Passwo s Properties 


9. Click on Change Windows Password. The ‘Change Windows 
Password’ window appears, similar to the following: 


10. Make sure that there is a tick in the box to the left of the entry 
Research Machines Logon; if there isn’t, then click once in the box 


so that there is. 
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11. Click OK. 


The ‘Change Windows Password’ window appears. 


Warning: follow the next steps very carefully, or you'll accidentally delete the 


password without replacing it. 


12. (Don’t press OK on completing this step.) Enter the Manager’s 
default password (shown on page vi), do not press OK. The 
password is shown as a line of asterisks. 


If you clicked on OK after entering the old (default) password, you see a window 
stating that the password has been successfully changed. 


Actually, the password has been set to nothing. This means that anybody can 
now log in as Manager, as they will not be asked to enter a password. If you have 
done this, then: 


1. Repeat this task until you are at step 11. 


2. Atstep 12. do not enter anything in the Old password field. Move the 
pointer over the New password field, and continue at step 13. below. 


13. Click over the New password box. The cursor is now at the start of 
the New password field. Enter your chosen password, now click on 
OK. 


14. The cursor should be at the start of the Confirm new password 
box. Re-type your chosen password, and click on OK. A window 
should appear (see step 15), telling you that the password was 
successfully changed. 


al 
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If you see this window... 


.. then the Old password that you entered was typed incorrectly (i.e. wasn’t the 
correct password). Repeat step 12 (i.e. re-enter the Manager's old password). If 


you've already filled in the New Password and Confirm new password fields, 
then click on OK, otherwise complete steps 13 and 14. 


If you see this window 


Microsoft Windows 


..then you need to re-enter the New password, and confirm it again in the 
Confirm new password field, then click on OK. 


Click OK. The Passwords Properties window reappears. 


16. Click Close. 
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User Profiles. 


You mustn’t make any changes here. The default settings are: 


¥ Passwords Properties 


17. Click on the close button or from the File menu, click on Close to 
close Control Panel. 


18. You may now log off. Don’t forget your new password! 


Note: After changing the Manager's password, we recommend that you back up the 


computer's key system files by following the procedure starting on page 63. 


Forgotten Manager’s password? 


If you forget the Manager’s password, or someone has changed it 
(you're better off with just one Manager for a given computer!) you 
need to enter the master password when you log on as Manager. 
The master password cannot be changed. 


The master password can be found on page vi. As the presence of 
the master password in this guide represents a risk to the security of 
Window Box, page vi has been designed so that it can be removed 
without affecting the readability of this guide. However, once 
removed, the Window Box Manager must keep a copy of the master 
password where it is both secure and accessible. 


Changing the Manager’s password by using the master password is a 
ark similar process to that described in Task 8. Changing the Manager's 
Passwords password, The only difference is that you enter the Master password 
instead of the Manager’s password. 


= aia) 
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Remember that the master password remains unchanged — only the 
Manager’s password has been changed. 


Task 9. Configuring the computer for a printer 


Parallel Most printers made today are parallel printers, and they are connected 
and to the computer's parallel port. Some older printers need to be 

serial connected to the computer’s serial port; these are known as serial 
printers printers. 

Is my printer a Unless your printer is a number of years old, it is likely to be a parallel 
parallel printer? printer. The printer's own documentation will confirm this. The parallel 


socket on a printer is quite distinctive. The socket has 18 bare strips of 
metal set in (each of) two rows. A serial socket comprises two rows of 
holes. 


e If your printer is a parallel printer, follow the rest of this task. 


e If you have a serial printer, contact RM Support for further help. 
9a: Connecting the printer 


Refer to the printer's documentation before connecting the printer. 


[~~] 1. Connect the printer cable to the printer and to the parallel printer 
Bee: socket on the rear panel of the computer. This socket may be 
PARALLEL marked with a symbol similar to that shown in the margin. 


Note: 


You can connect only one parallel printer directly to your computer. 


2. Plug the printer into the mains. 


3. Switch on the printer — most printers have an indicator light to 
show when they are switched on. 


4. Check that the printer is loaded with paper, and has a ribbon, 
toner or ink cartridge fitted. You may need to refer to 
documentation supplied with the printer to see how to set up the 
printer before using it with a configured computer. 


5. Make sure the printer is on-line. Most printers have an on-line 
button and an indicator light to show when the printer is on-line. 
When a printer is on-line, it is ready to print. 


ieee 
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The printer's not in the list? 


if the printer is not present in the list, and you have a disk provided by the printer 
manufacturer with Windows 95 printer drivers, click on the Have Disk button. ( 
When prompted, insert the disk in the computer's disk drive, select the correct 

drive from the ‘Install From Disk’ window and click on OK. If the printer driver isn't 
on the disk, cancel out of Printer Setup. Refer to the printer's documentation for 
information on running a setup program from the floppy disk. Don't forget to 
remove the disk from the drive when you have finished. 


If you don't have a disk, you need to select a printer from the Printers list that is 
compatible with your own. Refer to the printer's documentation for advice. You | 
may be able to select a printer from the same manufacturer with a similar model 
name. If you need further help, contact the printer vendor. 


Important: Never use printer drivers designed for Windows 3.1, unless 
specifically recommended to do so by the printer manufacturer. If you do so, your | 
computer may not function properly. 


5. Printer Setup proceeds to send a test page to the new printer, a 
number of windows will flash up on the screen. When the test has | 
completed you will see the following window: 


pple LaserWriter 


e If the test page has printed out on the printer successfully, click 
on the Yes button. 


e If the page has not printed out successfully, click on the No 
button and you will see some on-screen troubleshooting 
information. You may then need to go and repeat Task 9 again. 


lf you do not have RM SchoolShare enabled, the printer is now set 
up on the computer, you do not need to carry out the next two steps. 


i - a | 
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6. 


If you have RM SchoolShare enabled (RM SchoolShare is described 
in Chapter 8), the following window appears: 


RM Printer Setu 


If you want other computers in the group to which this computer 
belongs to print to the printer (i.e. share the printer), click on the Yes 
button. If you do not want them to print to the printer, click on the No 
button. 


If you have RM SchoolShare enabled, and you have already set up 
a printer in the group to which this computer belongs, you may see a 
window similar to the following: 


If you wish the new printer on this computer to be the default 
printer for all of the computers in this group, click on the Yes 
button. The default printer is the printer that will be used 
automatically by all of the computers in the group. If you only 
have one printer set up in the group, this printer is automatically 
selected as the default printer. 


Removing a printer 


Remove 
Printer 


You may wish to remove a printer that you have already set up ona 
computer. To do this: 


le 


At the computer to which the printer is attached, log on as 
Manager (see page 21 if you need help with logging on). 


At the Manager's desktop, double-click on the RM Printer Setup 
folder to open it. 


From the folder, double-click on the Remove Printer icon. A window 
appears asking you whether you are sure you want to remove the 
printer. 
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4. Click on the Yes button to remove the printer. 
5. If you see the following window: 


RM Printer Setup 


Click on the OK button to close RM Printer Setup. 


Now remove the printer from the computer by disconnecting the 
printer cables from the computer. You have finished removing the 
printer and you can ignore the following steps. 


6. If you have enabled RM SchoolShare and have more than one 
printer set up in the group to which this computer belongs, and the 
printer you have removed was the default printer in the group, you - 
will see the following window: 


nter Setup 


Click on the OK button. 
7. Awindow similar to the following appears: 


RH Printer Setup 


Bull Compuprint PageM aster 413 on MOUSE 
Canon BubbleJet BIC-600e on HAMSTER 
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This is the screen you’re going to make your own. Most of the text and 


graphics on the Logon screen can be changed. To customise the Logon 
screen: 


Remember: don’t type in the ‘<’ or ‘>’ characters. They're there to tell you that the text 


they enclose is to be entered. 


1. Type in 


MANAGER 


then click on Log On... 


Don't click OK or press <Enter> after entering the password. 


2. Type in the Manager’s password (the default password is shown on 
the ‘removable’ page vi). Do not press <Enter> or click OK. 
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This is the screen you’re going to make your own. Most of the text and 


graphics on the Logon screen can be changed. To customise the Logon 
screen: 


Remember: don’t type in the ‘<’ or ‘>’ characters. They're there to tell you that the text 


they enclose is to be entered. 


1. Type in 


MANAGER 


then click on Log On... 


Don’t click OK or press <Enter> after entering the password. 


2. Type in the Manager’s password (the default password is shown on 
the ‘removable’ page vi). Do not press <Enter> or click OK. 


=> 


ll 


=— 
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3. Click on Configure.... the ‘Logon Settings’ window appears: 


Logon Settings 


‘four school's name or caption here. 


But | don’t have a ‘Language’ tab! 

Please refer to Appendix E Multi-lingual RM Window Box, for details on how to obtain 
support for different languages. If you decide that you need this facility, then follow the 
instructions in that section; after this, the Language tab will become visible. 


4. Make sure that the General tab is at the front. 
From here you can change: 


e The ‘Backdrop’ — that’s the text at the top of the Logon screen. On 
the example Logon screen on page 56, it reads ‘RM Window Box’. 
Under a ‘Medium font’ (you'll see what this is in a minute) you can 
get about thirty letters across the screen. 


e The disk space display — in the lower right corner. If you remove 
the check to the left of the entry Show available disk space, then 
it won’t show. 


e The Default user name — this is the name that’s shown 
automatically in the Please enter your user name: field. 
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e The Logo Bitmap. You can really have fun here — any picture in 
bitmap format (with a .BMP extension) will do — as it is 
automatically scaled to fit the Logon window. When the Use 
default box is checked, the default ‘Bringing Learning To Life’ 
picture is displayed. To display another picture: 


i. | Make sure that you have copied a bitmap file to the hard disk. 
Your bitmap may have been produced from a photograph 
using a scanner, or may have come from a CD ROM, or the 
Internet. 


Please note the following if you intend to use a bitmap on the Logon screen. 


e |f you want the background colour of your bitmap to match the colour of the Logon 
screen on which it is imposed, then you must use a background colour of light grey. 


4 bit (i.e. bits per pixel) bitmaps work without problems. 


8 bit bitmaps work when produced in RM Colour Magic. Do not use Paint to produce 
or edit 8 bit bitmaps to be used here. 


24 bit bitmaps can be used, but if they contain more than 256 colours, then extra 
colours will be lost on 256-colour (or less) displays. 


In ‘high colour’ (16-bit) mode, note that the dialog colour does not exactly match the 
background colour for 24-bit bitmaps. 


Don’t waste space! 

Bitmaps can take up a lot of space on the hard disk. The bitmap used on the logo 
screen doesn’t have to be of a very high resolution — if it's higher than about 80 dots 
per inch (dpi) then the additional detail is lost anyway, due to the size of the Logon 
screen and the resolution of the monitor. Use painting software to reduce the 
resolution of the picture, and hence the size of the bitmap file. There’s no need for 
the file size to be any larger than 100KB. 

Hint: Paint can do this, with the Image, Stretch/Skew option. 


ii. Ifthe Use default box is checked, then click over it to uncheck 
it. 


iii. In the File: field, type in the path and filename of your bitmap 
file (use the Browse facility if you’re not sure where it is). 


iv. If you don’t want to make any further changes to the Logon 
window, click on OK. 


e The Display Settings. This button leads you to a huge variety of 
settings that are standard to Windows 95. 
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e Any changes made here apply only to the Logon screen. To make 
| changes throughout Windows, use the Control Panel. See Chapter 5 
for more details. 


e Briefly, you can change: 


) e The wallpaper. The wallpaper lies behind the icons and 
windows. It can be set to all sorts of patterns and colours. You 
can even put a bitmap there. 


e The ‘screen saver’. There’s a lot to choose from — experiment 
| and enjoy. 


e The ‘Appearance’ — the colour scheme of Windows — that’s 
virtually all the different windows and texts — can be configured. 


e The ‘Settings’. You'll hardly ever need to touch these — but 
please read the note below. 


Display Settings: Settings option 

The display on your Window box is configured for 256 colours and 640 by 
480 pixel resolution, even though the graphics card will support more colours 
and higher resolutions than this. This is done as a number of CD ROM 
programs require this resolution, and also so that any VGA monitor 
connected will be able to display the signal. Modern SVGA monitors support 
higher resolutions. If your Window Box was supplied with a monitor (which will 
be SVGA), then you may like to set the Color palette to more colours, and the 


Desktop area to a higher resolution. On a 14” or 15” monitor resolutions 
above 600 x 800 pixels are not recommended, as they make the icons 
uncomfortably small. Also see the Glossary entry SVGA for more details. 


If you set the resolution higher than that which the monitor can cope with, 
don’t worry. Windows 95 is rather clever under these circumstances, and 

automatically resets the screen to the old settings, if the new settings do not 
result in a stable screen. 


5. Once you’re happy with all these settings, click on the Fonts tab. 
There are five areas of text whose fonts and size can be changed 
here: 


e Prompt Text. This is the text that appears above the ‘Entry’ field 
on the Logon screen, i.e. Please enter your group name:. 


e Entry Field. This is the username. 


e Button Labels. This is the writing on the Log On... and Shut 
Down buttons. 
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é 
e Backdrop Caption. This is the text at the top of the Logon 
screen. é 
e Backdrop Information. This is the text at the bottom of the 6 
Logon screen — the time, date, and disk space. . 
6. To change the font (not the size) for any of this text, click on the é 
arrow to the right of the Font field to see the drop down list of the 
available font types. 6 
7. Click the up and down scroll arrows to view the font names. Click with 
the mouse on the name of a font that you think will look good on the é 
screen. 
‘ 
Sizes and fonts: 
The font is the same for all the text, but the size of the text can be different for ‘ 
different areas of text. * 
8. To change the text size (not the font), click on the arrow to the right X 
of a text component box to see the list of available sizes. 
” 
Caution: There are some combinations of font sizes, fonts, and screen resolutions 
(see page 59) that result in such enormous text that it spills off the edge of the é 
screen. 
This can look rather bewildering, but don’t worry — the Logon screen has been 4 
designed so that you will always able to log in as Manager, and reach the Configure | “ 
button (although not all of the button may be showing, there'll be enough to press). 
Once you have reach the ‘Logon settings’ window, you'll be able to reconfigure the é 
Logon screen font sizes so that they are smaller. 
f 
9. Click ona size, and go back to the previous step until you have 
changed all the areas of text that you want. r 
x 


>. >. 


>, = 
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10. Click on OK. The Logon Settings window closes. The new Logon 
screen appears 


In this example, we’ve changed a number of the fonts and display 
settings -and even added a bitmap of a local landmark! Within a few 
minutes, you can make your Logon screen unique to your school. 


11. Do you like your new screen? If not, you can type in Manager, enter 
the password, then click Configure. If you’re happy with it, then this 
task is now over! 


— Installing 
non-Windows 


_ programs 


Before installing a 
program 


Chapter 4 
Installing Windows Programs 


There are four types of software you might want to add to Window Box: 
e Windows programs. 

e Non-Windows programs written for [BM-compatible computers. 

e Non-Windows programs written for the RM PC-186. 

e Information workfiles for reference or modification by other users. 


Almost all of the programs you'll wish to install on Window Box will be 
Windows programs. If you wish to install non-Windows programs, then 
have a look at Appendix C. 


Before installing (or removing) a program we strongly recommend that 
you make a backup of the key system files on the computer's hard disk. 
This backup will be invaluable if you ever need to restore these files. 
You may need to do this if (for example) your computer's hard disk gets 
corrupted in any way. The procedure for doing this is easy to follow and 
takes very little time. 


To make a backup: 


1. At the computer to which you will make the changes, log on as 
Manager. 


2. From the Start menu, move the mouse over Programs, select 
RM Rescue, and click on RM System Backup. 


3. Read the text on the 'RM System Backup' blue screen and press 
any key (except for <Esc>) to continue. 


4. Atthe next screen, use the down-arrow key to highlight ADD_NEW 
and press <Enter> to continue. 
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5. A suggested foldername appears at the bottom of the screen, similar 
to 7200198, where (for example) Tis for Tuesday, and 200198 is 
today's date. This is the folder that will contain the backup and we 
recommend that you do not change this name as it will be easy to 
identify at a later date. Press <Enter> to continue. 


6. If amessage appears warning that a backup set will be overwritten, 
press <C> to continue. 


7. The key system files are backed up. When prompied, press any key 
to continue, and again to end the program. 


The key system files on the computer's hard disk have now been 


backed up to the folder C:\RM\RESCUE\FOLDERNAME (where 
FOLDERNAME is the name of the folder you specified in step 5). 


Task 11. Installing a Windows program 


Note: You cannot install (and should not attempt to install) programs onto Window Box 
unless you are logged on as Manager. 


Before installing a program, we recommend that you back up the computer's key system 
tiles by following the procedure starting on page 63. 


To install a program onto the hard disk from a CD ROM or floppy disk: 


1. Log on as Manager. 


2. Double-click on the Add-Remove Programs icon on the Manager's 


: desktop. 
Add/Remove é 
Programs 


at 
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The ‘Add/Remove Program Properties’ window appears. Make sure 
that the Install/Uninstall tab is at the front. 


Add/Fi ae paecmne Bronenies - 


Windows programs that can be automatically removed 
are listed here. 


3. Insert the CD ROM or floppy disk into your computer and click on 
the Install button. Follow the instructions that you see on your 
screen. 


Most Windows programs are installed by running a program called 
INSTALL.EXE or SETUP.EXE or similar. 


Note: 


Some CD ROMs run automatically once they have been inserted, and offer an 
install option straight away. 


4. When the install program runs, it will ask you where the new 
software is to be installed. By default, it will suggest that the 
software is placed in a folder on drive C: (the hard disk). 


For example, for the program ‘Newpackage’, the installation 
program may ask: 


In which directory (or folder) do you wish to install 
Newpackage? 


C: \NEWPACK? 
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5. Accept the directory or folder suggested by the installation program, 
by clicking on the button or pressing whatever key the installation 
program requires to set it going again (for example, a Continue or 
OK button or <Y>). 


6. Follow the instructions of the installation program until installation is 
complete. 


If you are familiar with Windows 3.7, you may have installed programs 
using the Run command. If you wish to, you can install programs this 
way in Windows 95, by using the Run... option from the Start menu. 


1. Click on the Start button, click on Run.... The ‘Run’ window 
appears: 


The Run command e lf the program is to be installed from a set of floppy disks, click 
and floppy disks on Browse, then select the installation program from the 
3% Floppy (A:) folder. 
The Run command e lf the program is to be installed from a CD ROM, click on 
and CD ROMs Browse, then select the installation program from the CD ROM 


folder (usually D: or H:). 


Remember, most Windows programs are installed by running a program called 


INSTALL or SETUP or similar. 


When the installation process is finished, a new window containing the 
program’s icons appears on your desktop (or you may have chosen to 
add the program icons to an existing folder). 


The set-up program for some programs may add folders and program 
icons to the Programs folder on the Start menu. 


You have now successfully installed a program onto your Window Box. 


if other users are to make use of the new program, the program’s icons 
need to be present on the other users’ desktops. 


This involves: 


ee: 
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1. Adding the new icons to the Resource Cupboard. This is covered in 
Task 14. 


2. Copying the new icons from the Resource Cupboard to the 
appropriate user desktops. This also covered in Task 14. 


The Resource Cupboard (also look at the glossary entry) is used as a 
source of programs when you set up user’s desktops — you'll see how to 
use it in the next chapter. Move on to the next chapter now if you wish to 
make the software available to users. 


Note: You don’t need to complete this chapter in order to make the 
software available to other desktops. Some of the operations covered 
below are rather tougher than the rest, as we discover more about 
Windows Explorer, although we think that you’ll become much better 
acquainted with Windows if you work through it. We recommend, 
however, that you first become familiar with the ClassMate Manager 
utility as a means to set up the users’ desktops. This is covered in 
| Chapter 5. 


In the remainder of this chapter, you’ll be told about icons and shortcuts. 
You'll see how to create shortcuts, and how to add them to your desktop 
— or to any of the menus that originate from the Start button. This will 

| give you a lot of control over your desktop. 


Icons 


| Program icons and _ An iconis a quick way to open a program or document that you use 
Shortcut icons frequently. 


What’s the difference between program icons and shortcut icons? 


A program icon is a picture that represents a program file. A program file 
is the file that needs to run when the program starts. 


| An example of a program file is Cmagic (the full name is 
CMAGIC.EXE). This file will display the program RM Colour Magic when 
it is run. The program icon is the symbol that appears next to the 
program file name. 


) There is only one program icon for each program file, and it is always in 
the same folder as the program file itself. Double-clicking on the 

. program icon (or single-clicking if the icon is part of a menu) will always 
run the program. 
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shortcut 


A shortcut icon is a very small file that ‘points’ to a program file. You 
may see the shortcut icon in a Window with other icons, or it may be 
allocated to one of the sub-menus that branch from the Start menu. If 
the shortcut icon is in a window, it is started by double-clicking over it; if 
it’s in a menu, then it needs to be highlighted by the mouse pointer 
(without clicking) — then single-clicked on. 


The shortcut then tells the program file (to which it ‘points’) to run. A 
shortcut icon differs from a program icon because 


e More than one copy of the shortcut icon may be present on the hard 
disk — copies may be present in different folders, and all point to the 
same program file. 


e The shortcut icon isn’t necessarily in the same folder as the program 
file. As you'll see, shortcut icons for all the users’ programs are found 
in sub-folders off the Program Files folder. 


However, a shortcut icon is similar to a program icon in that clicking on 
it, if it’s in a menu, or double-clicking on it, if it’s in a program group, will 
run a program. 


A shortcut icon can be set up to point at a non-program file. For 
example, a shortcut icon set up to point at a text (.TXT) file will start up 
Notepad and automatically load the text file at which it points. 


By creating shortcuts, you create entries on the menus and sub-menus 
that originate from the Start button, or you can add shortcut icons to 
your desktop. 


Changes you make here apply only to your own (the Manager's) 
desktop. To make similar changes to user desktops, you need to be in 
‘Maintenance Mode’ — you'll read more about this on page 102. 


To create a shortcut: 
1. Log on as Manager. 


2. Move the pointer over the Start button, then click once on the 
right-hand button. The following menu appears: 


3. Click on Explore. The ‘Explorer’ window opens. Make sure that you 
can see Explorer’s toolbar — if you can’t, then click on View, then 
Toolbar. 
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4. Within Explorer, find the program that you want to create a shortcut 
to. (You may also create shortcuts to other items, such as .TXT 
files.) 


How to identify a program: 


Navigating the folder structure can be confusing. To make it easier to identify the file 
that you wish to create a shortcut to, do the following whilst in the ‘Exploring’ screen: 


1. Click on View, and ensure that Toolbar is ticked. 


Click on the Details button: 


Look at the right-hand part of the ‘Exploring’ window. There are four lists - Name, 
Size, Type and Modified — you may need to resize the window to see them all. 
You can identify a file that is a program because it is identified as an Application, 
in the Type list. 


5. Move the pointer over the Name (not the Size, Type, or Modified 
entries), then right-click on the mouse. The following menu appears: 


6. Click on Create Shortcut. Another icon appears in the folder, called 
‘Shortcut to <program_name>’. 


Renaming icons: 


To rename the new shortcut (and any other icon), right-click over it, left-click on 
Rename, and type in the new name. Press the <Enter> key to finish. 


Moving the 7. Ensure that the new icon is highlighted. Click on Edit, then Cut. 


Shortcut 
8. Now you need to select an appropriate location for the new shortcut. 


e To move it to your desktop, highlight the Desktop folder in the All 
Folders box, and select Edit, Paste Shortcut. 
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e To move it to the Start menu, right-click on the Start button, 
left-click on Open, then (from the Start Menu window) select Edit, 
Paste Shortcut. Close the Start Menu window. 


e To move it to the Programs menu (off the Start menu) right-click 
on the Start button, left-click on Open. In the Start Menu window, 
click on the Programs icon, then (from the Programs window), 
click on Edit, Paste Shortcut. Close the Programs window, then 
the Start Menu window. 


9. When you have finished, close Explorer. 


After you have set up a shortcut on the Manager’s desktop, you can 
allocate it various properties. 


To do this: 


1. Move the pointer over the shortcut, and right-click. The menu shown 
in the margin appears. 


2. Move the pointer over Properties and click once. The 
‘<Shortcut_name> Properties’ window appears. 


3. Ensure that the Shortcut fab is at the front. Had you selected the 
WordPad shortcut, you will see a window similar to that shown 
below. 


j 


This shows the path 
and filename. You 
can specify a workfile 
to be opened by 
default here — add a 
space, then the 
workfile name, if the 
path to the workfile is 
different, it should be 


You can change a number of properties: 


Shortcut to Wordpad_exe Properties 


Chapter 4 Installing Windows Programs 


The Shortcut Page 


This shows the type 
of file that the icon 
will open 


This shows the 
folder that holds the 
file. 


specified too, after 
the space. 


This shows the path 


You can define a set to the file. 


, of keystrokes that 
will click the icon. 
These must start 

) with <Ctrl> and 
<Alt>. 


Do you want the program to open as a 
full-screen window, a normal window, or as a 
) button on the taskbar? 


Changing an icon 


Another way in which you can configure desktops is by changing icons. 
(You don’t need to do this to make a program work.) 


Changing an icon 


The process here shows you how to change an icon (which may be a 
" shortcut icon or a program icon — see page 67) in the Resource 
| Cupboard folder. By selecting another folder you can change the icons 
of shortcuts or programs anywhere in the folder structure. 


1. Log on as Manager. 


2. Right-click on the Start button and click on Explore. The Explorer 
window opens. 


The path to the Resource Cupboard is: 
Desktop \ My Computer \ Hard Disk (C:) \ RM ClassMate \ Resource Cupboard 
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3. Navigate through the folder structure so that Resource Cupboard is 
shown in the field above the All Folders entry. 


4. Sub-folders in Resource Cupboard are shown in the All Folders 
field (i.e. the left pane). Click over the sub-folder that holds the icon 
you want to change. 


From the Resource Cupboard folder, double-click to open the 
program folder that contains the shortcut that you want to change. 
The shortcuts appear in the Contents field (i.e. the right pane), 
under Name. 


5. Right-click on the icon that you want to change and click on 
Properties. The icon’s ‘Properties’ window appears. 


Colour Magic Properties 


Normal window 


6. Select the Shortcut tab to open the Shortcut page and click on the 
Change Icon button. The ‘Change Icon’ window appears. 


hange Icon 
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" The path to Windows is: 
- Desktop \ My Computer \ Hard disk (C:) \ Windows 


“ 7. Depending on the program, you may see a selection of different 
icons that you can choose from. Alternatively, click on the 
Browse... button. Navigate through the folder structure until the 
folder Windows is in the Look in: field. 


y 8. Double-click on MORICONS.DLL. 

~ 

of | can’t see it! 

’ If so, type it in (it means that Windows Explorer is set so that it doesn’t show these 
-) types of files). 

_ The ‘Change Icon’ window opens, showing the icons available: 

=) 

. C:\WINDOWS \Moricons. dll 

» 

= 

ml 

“ 

- The first few icons of the icon library are displayed. To view other 
¢ icons in the library click on the horizontal scroll arrows below the 
‘ icons. Double-click on an icon to select it. 

w] 


All the icons used for Windows 95 (and more) are in the file 
= SHELL32.DLL. This is in the System sub-folder, that lies off the 
Windows folder. 


s All the icons specific to Window Box are in the 
Desktop \ My Computer \ Hard disk (C:) \ Icons 

~ folder. 

If you have another icon source, then you can locate it in the 

-) ‘Change Icon’ window as described above — substitute 
MORICONS.DLL or SHELL32.DLL with the name of the file that 

. holds your icon. 
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9. After you have selected the shortcut icon you wanted, the 
‘<Shortcut_lcon_Name> Properties’ window re-appears. Click on 
OK to close this Window. 


The easiest way to make the new shortcut icon available to other 
users is to move it to their desktops using the ClassMate Manager 
utility. This is described in the next chapter. 


Chapter 5 
Managing Users and 
Using ClassMate Manager 


All pupils and staff who use Window Box log on as a particular user. 


They may log on as different users, or groups of pupils may log on as 
the same user. Whenever pupils log on, they need to enter the name of 
a user. This determines what programs they have access to (i.e. what 
icons are available to them, and how the icons are laid out). 


Window Box is supplied with some users already configured, the default 
user(s) and Manager; however, of these users, pupils and staff may 
only log on as the default user(s) without entering a password. 
Additional users that you create will complement the default user(s). 
You may configure additional users so that pupils need to enter a 
password to log in. 


Warning. Never configure the Manager so that it is not necessary to enter a password 


to log on. If you accidentally do this, please refer to Task 8. Changing the Manager's 
password, on page 45. 


All pupils and staff can log on to Window Box as unique users, or users 
can be set up to suit classes, interest groups, subject topics or project 
teams. If each pupil needs a different program layout, then each pupil 
can log on as a different user. 


Task 12. Introducing ClassMate Manager 


Window Box is provided with the utility ClassMate Manager. You’ll use 
ClassMate Manager to edit users, design users’ desktops, allocate 
users their programs, and do just about everything else that might be 
expected of you, as the Window Box Manager. 


Although Window Box is supplied with two users, the default user and 
Manager, already configured, you'll soon find a need for additional 
users, so that pupils with common interests are able to log on as a user 
tailored to their needs. Creating and maintaining useful users involves 
the following processes: 


e Creating users. 
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Manager 


e Copying users. 

e Designing users’ desktops. 

e Deleting users. 

e Backing up the users (to a floppy disk or to the hard disk). 
e Restoring a user from a saved configuration file. 

e Managing the Resource Cupboard. 


ClassMate Manager is the program that allows you to do these things, 
with three sets of tools: 


e Menu entries. 

e Toolbar buttons. 

e Display Fields. 

We'll take a closer look at each of these features. 

1. Log on as Manager. 

2. Double-click on the ClassMate Manager icon on the desktop. 


The ClassMate Manager window appears. An example is shown below: 


ClassMate Manager 


EResource Cuphoard 
Resource - 6.g. Accessories i (2 manager 
C7) non-manager 
user 


Resource - e.g. Art Ge 
(#9 Resource - e.g. Music 
iE Resource - e.g. Word Processor 


We'll take a closer look at this window. 
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e There are five menu entries: User, Edit, View, Tools, and Help. 


e There is a row of 8 buttons, the Toolbar, which allow you to select 
menu entries with one press. 


e There are two panes in the window. On the left, the topmost entry is 
labelled ‘Resource Cupboard’; on the right, the topmost entry is 
marked ‘Users’. 


Introducing the Menu entries 


e User. There five entries here, New User, Save User, Restore User, 
Copy User and Exit. 


e Click on New User to create a new user. 


e Click on Save User to save the highlighted user settings to the 
hard disk, or to a floppy disk. Note that it is only the user’s 
configuration that is saved — not the programs to which the icons 
are linked. 


e Click on Restore User to restore a saved user to a previous state 
from a backup file created with Save User (above). 


e Click on Copy User to make a copy of the selected user. 
e Click on Exit to leave the ClassMate Manager. 


e Edit. The functions here may be used on a folder or files in either 
display field (with the exception of User Properties). This gives the 
Manager a number of ways of ensuring that people are able to log on 
as a user best suited to them. A few examples of how the menus can 
be used are shown below (don’t try anything yet). 


Note: The Edit functions Cut and Paste can be performed on folders and files ‘in’ a 


user, but not on the user itself — you cannot cut or paste a user. 


e You can highlight a folder in the Resource Cupboard, Copy it, then 
highlight a user, and Paste the folder onto the user’s desktop. 


e You can highlight a folder on a user's desktop, then Cut it, then 
Paste it to move it into the Resource Cupboard. 


e View. Experienced Managers may choose not to see the Toolbar, or 
the Status Bar (the Status Baris the bar beneath the display fields). 
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Note: If you can’t see the Toolbar or the Status Bar, then check the settings under 


View. 


The Refresh option updates the display fields to show any changes 
made to the folder structure of the hard disk (for example, with Windows 
Explorer) whilst the ClassMate Manager is running. If you have a 
number of folders and sub-folders showing, then, after Refresh, the 
screen is tidied up to show only the sub-folders of the Resource 
Cupboard folder, together with the users. 


e Tools. Setup floppy disk allows you to set up a program ona 
floppy disk to be run from the floppy disk drive; i.e. the Manager can 
determine which programs can be run from floppy disks. These are 
IBM-compatible MS-DOS programs. 


Once a folder (or file) in the Resource Cupboard has been selected, 
use the Distribute entry to copy it to a specific group’s desktop. 


To create a new (empty) folder in the Resource Cupboard, select / 
the New Resource Folder option. 


To add shortcuts to a Resource Cupboard folder, select Add 
Resource Folder. 


e Help. Click on Help Topics to see the on-line help. About 
ClassMate Manager tells you what version of ClassMate Manager 
you’re running. 


Introducing the buttons on the toolbar 


The 8 ClassMate Manager toolbar buttons provide a quick and easy 
way to perform certain tasks. 


Why are some of them greyed out? 

Sometimes — depending on what you’re doing — one or more of the buttons are greyed 
out. This is because they're not applicable to what you’re doing right now. They'll come 
back when you need them. 


e New User: Use this button to create a new user. You may give the 
user a password that pupils need to enter before they can log on as 
the new user. This button does the same as the menu entry User, 
New User. 
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Note: If you can’t see the Toolbar or the Status Bar, then check the settings under 


View. 


The Refresh option updates the display fields to show any changes 
made to the folder structure of the hard disk (for example, with Windows 
Explorer) whilst the ClassMate Manager is running. If you have a 
number of folders and sub-folders showing, then, after Refresh, the 
screen is tidied up to show only the sub-folders of the Resource 
Cupboard folder, together with the users. 


e Tools. Setup floppy disk allows you to set up a program on a 
floppy disk to be run from the floppy disk drive; i.e. the Manager can 
determine which programs can be run from floppy disks. These are 
IBM-compatible MS-DOS programs. 


Once a folder (or file) in the Resource Cupboard has been selected, 
use the Distribute entry to copy it to a specific group’s desktop. 


To create a new (empty) folder in the Resource Cupboard, select 
the New Resource Folder option. 


To add shortcuts to a Resource Cupboard folder, select Add 
Resource Folder. 


e Help. Click on Help Topics to see the on-line help. About 


ClassMate Manager tells you what version of ClassMate Manager 
you’re running. 


Introducing the buttons on the toolbar 


The 8 ClassMate Manager toolbar buttons provide a quick and easy 
way to perform certain tasks. 


Why are some of them greyed out? 
Sometimes — depending on what you’re doing — one or more of the buttons are greyed 
out. This is because they're not applicable to what you’re doing right now. They'll come 
back when you need them. 


e New User: Use this button to create a new user. You may give the 
user a password that pupils need to enter before they can log on as 
the new user. This button does the same as the menu entry User, 
New User. 


= — ) ; 
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e Delete User: Use this button to delete a selected user (note that only 
the user is deleted — the programs linked to the icons remain on the 
hard disk.) This button does the same as the menu eniry Edit, Delete 
(if a user is selected). 


Cut: Use this button as you would the Edit, Cut menu entry (see 
page 77). 


Copy: Use this button as you would the Edit, Copy menu entry (see 
page 77). 


Paste: Use this button as you would the Edit, Paste menu eniry (see 
page 77). 


Add Resource Folder: This adds a folder to the Resource 
Cupboard, to which you then add resources (files and programs) 
using the Add Resources button. This button does the same as the 
menu eniry Tools, Add Resource Folder. 


e Add Resources: This displays the ‘Add Resources’ window. From 
here, you are able to select files or folders that comprise programs 
installed onto Window Box, and copy them into a folder in the 
Resource Cupboard. 


e Distribute Resources. Once a folder (or file) in the Resource 
Cupboard has been selected, use this button to copy it to a specific 
user's desktop. This button does the same as the menu entry Tools, 
Distribute. 


Introducing the display fields 


A resource is a program or document. If the Manager wishes to offer the 
program to certain users, there needs to be a way of ‘pointing’ the user 
to it. The Resource Cupboard is a way of grouping together resources, 
so that they can be allocated to different users; it acts as a vehicle for 
making files from the Window Box hard disk available to users. The 
Resource Cupboard holds folders which contain program icons. 


| To look inside the Resource Cupboard, click on the box to the left of the 
Resource Cupboard icon (see margin). Note that the ‘+’ changes to a ‘-’, 
and any folders within are displayed. You can move down the folder 
structure by clicking on this box to the left of any folders. 
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5 a) Llsers The users in the right-hand pane are displayed in a similar manner: 

7" Click on the ‘+’ box to the left of the users icon (see margin) to see the 
users. On a new Window Box, the default users are Manager and one 
or more non-Manager users. Click on the ‘+’ to the left of the user icon 
to see the folders available to that user. Again, you may move down the 
folder structure by clicking on the ‘+’ to the left of a folder. When there 
are no more folders to open, the ‘+’ will become a ‘-’. The program icons 
will now be displayed. 


Try this for a default user: 


3) Manager 1. Click on ‘+’ to see the users. (You won’t need to do this if the users 
bes) hon-Manager user are already displayed.) The users Manager and one or more default 
e.g. User’ users are displayed. 


2. Click on the ‘+’ to the left of a default user. Folders available to the 
user are displayed. The names of the folders depend on the 
specification of your Window Box. 


3. Click on ‘+’ to the left of Accessories. You can now see the 
program icons. 


To select a program icon, or a folder, click once over it — don’t click _ 
on the ‘+’ to its left. You'll need to select specific folders and icons in 
the tasks below. 


Now that you’re familiar with the tools available in ClassMate Manager, 
let’s try using them to manage the Window Box users. All of the tasks in 
this chapter start from the ClassMate Manager screen. 


Task 13. Creating and editing users 


Window Box is supplied with the users Manager and one or more 
non-Manager users. This means that all pupils and other staff currently 
need to log on as a default non-Manager user. Soon, you'll want to 
provide specific users with specific desktops, that offer them the 
programs they need to use regularly. This is done with the ‘New User’ 
button. 


Passwords 


Pupils may be forced to enter a password when they log on. For 
example, if the pupil ‘Dave’ was given password protection, then Dave 
would have to enter his password before he could see his desktop. 
Other pupils would be unable to log on as ‘Dave’ without Dave’s 
password. 
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Why give a pupil a unique password? 


You probably won’t need to, but here are some reasons why you might: 


If Dave was not allocated a password, then he would not be asked to enter one when 
logging on. Any pupil could then log on as ‘Dave’, and access Dave’s desktop. 


You may wish to offer the user ‘Dave’ some specific programs. Icons for the programs 
\ would be present on Dave’s desktop. It may be that you don’t want other pupils to use 
some of these programs (examples are programs that allow access to the Internet). 


If you offer the user ‘Dave’ programs that you don’t want other pupils to use, then it 
would be prudent to allocate Dave a password, so that only Dave (and yourself) have 
. access to Dave’s desktop, and hence Dave's programs. 


‘ If a group of users have common needs, then a user could be created 
that all members of that group log on as. The user name might be the 
name of a class (for example, ‘First Year’ — all first year pupils would 
then log on as this user), or a project (for example, ‘Romania’ — for a 
group of pupils who'd established contact with schools in that country). 


Why give a group of pupils a common password? 


You may have a group of users that you wish to offer programs to, but you don’t want 
other pupils to use. 


Maybe a geography class would like access to a scanner to scan in pictures of various 
, mountains throughout the world for a particular project. You don’t want all users to 
access the scanner (as they may fill up the hard disk with all sorts of pictures), so you 
could create a user ‘Orography’, with a password, whose desktop has icons that control 
scanner software. All members of the class would know the password, and each 
member would log on as the user ‘Orography’ in order to undertake project work. 


Will a user’s password protect a user’s workfiles? 


Not directly. Although you can prevent users from having access to any 
’ program, by keeping that program’s icon out of their desktops, you 
cannot prevent users from accessing each others’ workfiles, via utilities 
such as Notepad. Users’ workfiles should normally be stored in a 
common folder, ‘Work’. Any user can access this folder. However, there 
are ways to minimize the chances of users seeing, and changing, each 
others’ workfiles: 
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e Many programs will only see files with a particular extension. For 
example, the folder ‘Work’ may have a number of CorelDRAW 
workfiles, but if the user doesn’t have CorelDRAW on the desktop, 
and none of the user’s other programs can understand CorelDRAW 
files (which have the extension .CDR), the user will never see them. 


e You may create different sub-folders in the ‘Work’ folders for each 
user. Although you can’t stop users from moving from one sub-folder 
to another when they select files for loading into an program, at least 
they’ll know where their files are, and have no reason (or excuse) to 
load other people’s workfiles. 


e Youcan change the attributes for any file in the ‘Work’ folder to 
read-only. 


How do | change a file’s attributes? 
Start up Explorer, ensure that the required file (not the shortcut) is shown in the 
right-hand pane, and highlight it. Click on File, Properties, make sure the General 
tab is at the front. On the lower part of this tab, you can set the attributes as 
requires. You can also set the attributes for a folder — although the attributes set 
apply only to the folder, and not files within, or sub-folders below this folder. 


Other users won’t have (and should never be given) access to the 
Windows Explorer utility, so they will not be able to change the 
attributes to read/write. Consequently they'll only be able to read the 
file, but not save changes to it. You can also set the attributes for a 
whole sub-folder in the ‘Work’ folder to read-only. 


Utilities not to give to users. 
There are some utilities that should never be given to users, as they could easily 
create problems on your system if they attempted to use them. These are: 


Windows Explorer, the MS-DOS prompt, ClassMate Manager, File Manager 


(winfile.exe), Control Panel, the RM Printer Setup icon, SysEdit, Fax utilities, the 
System Tools, Print Manager, PIF Editor, any Windows setup utilities, and any 
program’s setup programs. 


None of these utilities are present on the desktop for any of the default users. 


To create a new user 


1. Click on the New User button. The ‘Create New User’ dialog box 
appears. 


2. Enter the name of the new user in the User name box. 


; oa 
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Note: 
Use letters, numbers, spaces, full stops, and so on, as required for the name of 
the new user. Don’t use more than about 20 characters. Don’t start the name with 


a full stop or a space. 
There are some characters you can’t use — these are: 


FIV?" <> 


You have the option to choose a password for the new user. If you 
don’t wish to allocate a password, skip the next four steps, and start 
at step 7. 


3. Move the pointer over the Password box, and click once. The 
cursor is now in the Password box. 


Hint: 
Keep a separate written record of the user passwords - if a user is used by 
only one pupil, and that pupil forgets the password, then the quickest solution is to 
delete that user, and create another. This is not as drastic as it seems, because 
none of the pupil’s workfiles are touched by this process. The re-created user's 
desktop can be quickly copied from another user, as detailed later in this chapter. 


4. Type in a password. Do NOT press <Enter>. 


Note: You may use any characters, but try not to make passwords too 
unmemorable. When you verify a password, you must use the same case it 


was entered in, however, after you have done this, the entry of passwords to log 
on is not case-sensitive. 


5. Move the pointer over the Verify Password window, and click once. 
The cursor is now in this window. 


6. Type in the password you typed in for step 4. 
7. Click OK. 


Note that the new user appears on the right-hand display field. 
Users are arranged alphabetically down the list. When you click on 
the folder box, you can see that the new user has been created with 
a folder ‘Programs’ on the desktop. We'll give the new user the 
same desktop folders as the default user. 
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But there’s no ‘+’ (folder box) to the left of the new user. 
In this case, the user doesn’t have any folders. This is not a cause of concern - 


merely a variation in the way your Window Box was set up. You can copy the entire 
Programs folder from the default user as shown below. 


8. Click over the ‘+’ to the left of the default user. The directory box 
changes to ‘-’, and, the folders of the default user’s desktop are 
shown. 


9. Click over a folder, so that it becomes highlighted. 
10. Click on Edit, Copy. 
11. Click over the new user so that the user name becomes highlighted. 


12. Click on Edit, Paste. The folder highlighted in step 9 will now be 
accessible by the new user. 


13. Repeat steps 9-12 for other folders required by the new user. 


Warning: Do not copy any components from Manager to any other desktop. Manager 


holds components (such as ClassMate Manager) used for configuring Window Box and 
users, which should only be used by the Window Box Manager. 


You may cut and paste folders and files from any user into any other 
user by this method. 


You can also use drag and drop to add folders and files to new users. 


1. Click to highlight the folder that you want to copy and hold down the 
mouse button. 


2. Move the mouse over the user that you want to copy the folder to 
and release the mouse button. 


3. Acopy of the folder is added to the new user. 
Save ail users! 


You are advised to save all users onto (hard or floppy) disk, so that they may be 
restored if accidentally deleted. To see how to do this, refer to page 85. 
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Editing users 


Users are edited in a similar manner to that described in steps 9 to 13 
(above). 


e Toremove an unwanted file or folder from a user, highlight it, then 
click on Edit, Delete. 


e Tomove a file or folder from one user to another, highlight it, then 
click on Cut. Click on the user you wish to receive the file or folder, 
then highlight the recipient folder on that user. Click on Paste. 


e Tocopy a file or folder from one user to another, highlight it, then 
click on Copy. Click on the user you wish to receive the file or folder, 
then highlight the recipient folder on that user. Click on Paste. 


Saving and restoring users 


You may (and are advised to) save users onto the hard disk or onto 
floppy disk. You are given this option because, after you have saved a 
user, it can then be restored after it has been deleted. Because of this, 
users may be present only when required — when not required they may 
be deleted, then subsequently restored. Furthermore, if you have saved 
the users to disk (either hard or floppy), their accidental deletion is not a 
cause of concern. 


Recommendation: 


We strongly advise you to save the users as soon as possible. 


To save a user: 
1. Click over the name of the user so that it becomes highlighted. 


2. Click on User, Save User. The ‘Backup User’ window appears: 


Harddisk (C:) 


You may save the user either onto the hard disk, on onto a floppy 
disk. Make your selection (in the Drive: field), then click on OK. 
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Note: 
You cannot restore the currently logged-on user. 


To restore a user, if it has been deleted, or has been incorrectly 
configured: 


1. Click on the Restore User button. The ‘Restore User’ window 
appears. 


Restore User 


atddisk (C:] 


This window has three fields: 
e Drive: This is the drive that the user was originally backed-up to. 


e User: This is a list of users that were backed up on the drive 
shown in the Drive: field. 


e Backup: You may have made more than one backup of a 
particular user (i.e. you may have backed-up the same user at 
different times). All of these backups of the same user are stored 
as separate files, and you may select any particular backup of the 
user you wish to restore. This means that even if you save a user 
in an unwanted configuration, you can always restore a previous 
version. 


2. Select the appropriate entries in each field. 


3. Click on OK. 
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But as the years go by, I'll be overwhelmed by back-ups! 

If you feel that you’ve got too many back-ups of a user, and that you'll never.use 
the earlier ones, then they may be individually deleted: 

In Explorer, locate the Hard disk (C:) / RM ClassMate / Backups / <Username> 
folder in the left-hand field. The backup files should be visible in the right-hand 
field, in the format <Day><Month><Year>.CmBackup. If a backup file isn’t 
wanted, then highlight it, then delete it. You will see the message: 


Click on Yes. 


Deleting users 
To delete a user: 
1. Click once over the user’s name so that it become highlighted. 


2. Click on the Delete User button. You are asked to confirm this — 
click on Yes. The user disappears from the display field. 


Note: You cannot delete Manager. If you delete User accidentally, it needs to be 


restored (if you still need it) — refer to page 85. 
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Task 14. Adding new programs to users’ desktops 


The Resource Cupboard 


The Resource Cupboard is a folder that holds all the programs that may 
be required by users. Like all programs, they are sorted into separate 
folders. This allows them to be sorted into different types, or according 
to use. The Resource Cupboard is then used as a source for all 
programs that are to added to users’ desktop. 


Chapter 4 deals with the installation of software onto the computer. 
Software installed onto the computer installs into folders on the hard 
disk. These folders may be created during the installation procedure. 
Before a program can be given to a particular user, it must be present in 
the Resource Cupboard. 


In the first stage of this task, you will add a folder to the Resource 
Cupboard, then you'll add programs to the folder. 


Creating a resource folder 


ae 


ClassM ate 
Manager 


Ensure that you are logged on as Manager. 


1. Double-click on the ClassMate Manager icon. The ‘ClassMate 
Manager window appears. 


In the left-hand pane, you see the Resource Cupboard folder. The 
first task is to create some sub-folders in the Resource Cupboard. 


In the right-hand pane, you can see the default users, ‘Manager’ and 
the default non-Manager user(s). Later, you’ll move resources (i.e. 
shortcuts to programs) from sub-folders in the Resource Cupboard 
folder to the default non-Manager user(s), so they can see them on 
their desktop(s). 


Click on the Add Resource Folder button (see margin). The ‘Create 
Resource Cupboard Folder’ window appears. 


Resource folder names. The same rules apply to the naming of resource folders 
as for naming folders or files in Windows 95 — folder names are case-sensitive, 
and you may use spaces. 
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Task 14. Adding new programs to users’ desktops 


The Resource Cupboard 


The Resource Cupboard is a folder that holds all the programs that may 
be required by users. Like all programs, they are sorted into separate 
folders. This allows them to be sorted into different types, or according 
to use. The Resource Cupboard is then used as a source for all 
programs that are to added to users’ desktop. 


Chapter 4 deals with the installation of software onto the computer. 
Software installed onto the computer installs into folders on the hard 
disk. These folders may be created during the installation procedure. 


Before a program can be given to a particular user, it must be present in 
the Resource Cupboard. 


In the first stage of this task, you will add a folder to the Resource 
Cupboard, then you'll add programs to the folder. 


Creating a resource folder 


Fj’ 
ClassMate 
Manager 


Ensure that you are logged on as Manager. 


4. Double-click on the ClassMate Manager icon. The ‘ClassMate 
Manager window appears. 


In the left-hand pane, you see the Resource Cupboard folder. The 
first task is to create some sub-folders in the Resource Cupboard. 


In the right-hand pane, you can see the default users, ‘Manager’ and 
the default non-Manager user(s). Later, you'll move resources (i.e. 
shortcuts to programs) from sub-folders in the Resource Cupboard 
folder to the default non-Manager user(s), so they can see them on 
their desktop(s). 


Click on the Add Resource Folder button (see margin). The ‘Create 
Resource Cupboard Folder’ window appears. 


Resource folder names. The same rules apply to the naming of resource folders 
as for naming folders or files in Windows 95 — folder names are case-sensitive, 
and you may use spaces. 
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After you have created the new sub-folders, the ClassMate Manager 
screen looks similar to this: 


Resource Cupboard 
Painting Program 


23 Word Processors i non-Manager User 
e.g. User 


You have now created empty folders in the Resource Cupboard. 
The next stage is to add program shortcuts to these folders. This is 
covered in the next section. 


Adding resources to the Resource Cupboard 


1. Click on the Add Resources button (see margin). The ‘Add 
Resources’ window appears. This window shows the ‘Start Menu’ 
folder, and all folders and files within. All programs that are installed 
on Window Box are represented here. 


In Chapter 4 you saw how to add a new program to Window Box. All 
new programs install new folders named by the installation program 
(unless specifically named by the user during installation). 
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The ‘Add Resources’ window looks similar to the following: 


dd Resources = 


eal Programs | Painting Programs 
fas} Word Processors 


2. Inthe ‘Add Resources’ window, open the Start Menu folder (if you 
need to), then open the Programs folder. 


Hint: 
To open the Programs folder, click on the ‘+’ to the left of ‘Programs’; the ‘+’ 
becomes a ‘-’, and the programs are displayed. 


You should be able to see folders for all the programs on Window 
Box. Highlight the folder whose contents you’d like to add to the 
Resource Cupboard (alternatively, you can highlight an individual 
shortcut). 


Note: 
When you highlight a folder, its shortcuts will be copied into a folder in the 
Resource Cupboard. The folder itself will not be copied. 


3. Inthe right-hand pane of the ‘Add Resources’ window, click on the 
folder that you wish to add a program too. There are two folders in 
the example shown, for word processors and for painting, although 
your Window Box will have more folders than this. 


Note: 


If you want to create another new folder in the Resource Cupboard at this stage, 
you can do so by clicking on the New Folder button. 


Click on this folder once, so that it becomes highlighted. Now click 
on Add. 
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Note that the files present in the folder selected in step 2 above now 
appear in the Resource Cupboard, in the folder selected in step 3 
above. 


Repeat steps 2 and 3 until you have allocated all the new programs that 
you’d like the users to have access to. When you have finished, click 
Close. 


There are details on creating new users earlier in this chapter. The 
procedure for adding programs to new users’ desktops is the same as 
what you are about to do for the default non-Manager user. The 
Resource Cupboard is a store for program shortcuts to be allocated to 
any user. 


Tip: 
If you want some, but not all, of the resources in a folder, copy the entire folder-full of 
files across first, then delete the files you don’t need. 

Instead of using the Add button, you can highlight a folder or shortcut, drag it over a 
recipient folder in the right-hand pane, then drop it. 


Adding resources to users’ desktops 
Ensure that you are at the ‘ClassMate Manager’ screen. 


1. To add a folder-full of files, (or a single file) to a user's desktop, 
highlight the folder in the Resource Cupboard field. In the example 
below, the folder ‘Painting Programs’ was highlighted. — 


Click on the Distribute Resource button. In the Resource field, the 
file or folder highlighted in step 1 should be displayed. 


Below this, all the users are shown. The default users are shown in 
this example (there may be more than one non-Manager user). 


Distribute Resources 


non-Manager user 
e.g.'User' 
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3. Select the users whose desktops you wish to add the folder or file 
) to. In this example, you haven’t yet created more users - so you'll 
need to select a default non-Manager user. 


) 


Selecting users in the Distribute Resources window: 


) e To select one user, click over the user. 


e To select a list of users, click over the top of the list, hold down the <Shift> key, 


) click over the lowest entry ion the list, release the <Shift> key. 


To select users that are here and there and somewhere else, but not ina 
) continuous list, hold down <Ctrl>, and click over required users. 


4. Once you have selected the appropriate user or users, click on OK. 
Note that the resources now appear under the default user. In the 
window below, the Painting Programs folder was selected in step 1, 

then copied to the desktop for the default user. The Painting 

programs folder contained individual programs, and these were 
copied across with the folder, for example: 


} Resource Cupboard 
| Painting Programs 
i-E3 Word Processors 


) Hint: 

You can also use drag-and-drop to distribute folders and files to users. Click over a 
folder (or file) in the left-hand pane, then, keeping the (left-hand) mouse button 
pressed down, move the arrow over the user that is to receive the folder (or, in the 
case of a file, move the arrow over a recipient folder), then release the mouse 
button. 
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Advanced Topic: Creating sub-folders within folders on users’ 
desktops 


Note: 
You do not need to undertake this section. The ability to create sub-folders confers a 
great deal of flexibility on the building of users’ desktops. Folders on the user's desktop 


are presented as program groups — small windows — which contain icons that run 
programs. Sub-folders are represented as icons within the program groups. Clicking on 
such an icon enlarges it so that it becomes another program group; consequently many 
icons can be made available to the user. 


Tocreatea_ . From the ClassMate Manager window: 
sub-folder in a 
user’s folder 1. Click on the ‘+’ to the left of a user (Such as the default user) so that 


the user's folders are visible. 


2. Right-click (click on the right-hand mouse button) over the folder in 
which you wish to create a sub-folder. The following menu appears: 


i] Resource Cupboard 
E23 Painting Programs 
Word Processors 


3. Left-click over the entry New Folder. A new folder is created with 
the default name ‘New Folder’. Type in a suitable name for the 
folder, then press <Enter>. 


Note: 
If you can’t see the new sub-folder, right-click on the parent folder, click on 


Properties. In the ‘Folder Properties’ window, check the top box Show Sub-folders 
in this folder as icons... then click OK. 


4. To move folders or shortcuts from the Resource Cupboard to the 
new sub-folder, you need to copy the file, then paste it into the sub- 
folder on the user's desktop. Alternatively, you can drag and drop 
files into the subfolder. 
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Note: 


You can’t use the ‘Distribute Resources’ facility to add programs to sub-folders on user’s 
desktops. 


Laying out the user desktop 


Now that you have added programs that are to be used by the default 

user, you need to design the way that the shortcut icons appear on the 
desktop. The default user (and any other users you may add ait a later 
stage) are not permitted to change the design of their desktops. 


1. Click over a user, so that it becomes highlighted. 


2. Select Edit, User Properties. The ‘User Properties’ window 
appears: 
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3. Click on the Layout Desktop button. The ‘Desktop Layout’ window 
appears: 


ining Programs 


Note the program group(s) in the pane (the desktop preview 
window). The contents of the pane represents the user’s desktop. 


You select the program group in one of two ways: 


e Click on the down arrow to show the ‘Window’ drop down list and 
click to highlight the folder title, or; 


e Click on the program group in the desktop preview window. 


e To position a program group, use the desktop preview window 
and click on the title bar of the program group you want to 
move. Hold down the mouse button and drag the program group 
into the position that you want it to appear on the user’s 
desktop. 


e Toresize a program group, select the program group you want 
to resize and move your mouse towards either side, top or 
bottom of the window until a double-headed arrow appears. 


Click and hold down the mouse button and drag to resize the 
window. You see scroll bars appear or disappear on your 
program group as you resize it. 


e To minimize a program group either double-click on the title bar 
(if visible) or select the name of the program group from the 
‘Window’ drop down list, and from the ‘Show’ drop down list 
select Minimized. 


ee ee 
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e To restore a program group either click on the minimized title 
bar (if visible) or select the name of the program group from the 
‘Window' drop down list and from the 'Show' drop down list 
select Normal. 


e To hide a program group, select the window you want to hide 
and from the 'Show’' drop down list select Hidden. The hidden 
folder becomes shaded and remains visible in the desktop 
preview window, but is not visible when you log on as the user. 


Note: 


Users are still able to access shortcuts in hidden folders from the menus that may 
be accessed from the Start button. 


When you are happy with the desktop layout click on OK. 
4. Click on OK to close the ‘User Properties’ window. 


5. Click on the close button (top-right) to close the ‘ClassMate 
Manager’ window. 


6. From the Start menu, click on Shut Down and choose the Close 
all... option and click on Yes. 


Hidden folders: 
Hidden folders, though not present as program groups on the user's desktop, are 
present on the Start menus. 


Hidden folders are useful as they allow you to rapidly switch between different types 
of desktop for the same user. If two pupils log onto the same computer, as the same 
user, at different times, then (when neither pupil is logged on) you can hide and 
un-hide the program groups best suited to those pupils. 


The icons in the program groups show how many icons there will be. In 
the example below, there are just two program groups, ‘Word 
Processors’ and ‘Painting Programs’. There is currently one Word 
processing program, represented by one icon, and three painting 
programs, represented by three icons: 
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ser - Desktop Layout 


Note: 
All new users are created with an empty folder called ‘Programs’, if you don’t use 
this, or if it's empty, then it should be hidden. 


The new user can now log on and work with the desktop that you have 
designed. 


Advanced Topic: Sub-groups and Maintenance-Mode folders 
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Note: 
You don’t need to work through this section to create a usable desktop for users. 


However, once you're used to creating users’ desktops, you'll probably find these 
features useful. 


In the section Creating sub-folders within folders on users’ desktops 
(page 94) you saw how to create sub-folders on a user’s desktop. By 
default, any sub-folders appear as icons in the program group (i.e. 
folder) in which they were created. These may be maximized to form a 
sub-group. However, other options are available. Let’s take a look: 


First of all, ensure that you have created a sub-folder on a user’s 
desktop (see page 94). 
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1. Inthe ClassMate Manager window, open up a user’s folders and 
sub-folders. In the example shown below, the sub-folder is called 
‘Clip Art’: 


ClassHlate Manager 


[4 Resource Cupboard 


os Est VVord Processors Manager 


~~ E33} Painting Programs 5O) non-| hianager user Eo: ‘User’ 
ing Programs 


F ClipArt 
Scrape 
Scratch 

“tad Scribble 


Programs 
Eat Word Processors 


2. Highlight the parent folder (in the example above, this is ‘Painting 
Programs’), then click on Edit, User Properties. The ‘Folder 
Properties’ window appears: 


older Properties 


The top box is not checked by default, so that the sub-folder is not 
represented on the user’s desktop as an icon, and cannot be seen 
(although it is still present as a menu entry, accessible via the Start 
button). If this box is checked, then the sub-folder will be shown (see 
note on page 97). Note that the top box must be checked in order 
that the sub-folder be edited. 
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The lower box, when checked, will allow the highlighted folder (in 
this example, Painting Programs) to be represented on the user’s 
desktop only in Maintenance Mode. Maintenance Mode is accessed 
when the Manager clicks a mouse button and enters a password at 
another user’s desktop. There’s a section all about this, starting on 
page 102. 


Setup floppy disk 


You may have some IBM-compatible MS-DOS (i.e. non-Windows) 
programs that you would like to allow your users to continue to use. If 
the programs are small they can be run from the floppy disk, rather than 
from the hard disk. This means you can save space on your hard disk 
by not installing the programs. (If the program is too big to run from a 
floppy, see Appendix C for information on installing non-Windows 
programs). 


ClassMate Manager has an option on the Tools menu that configures a 
floppy disk and allows it to be run from a desktop icon. 


To run a program from a floppy disk you need to use the Setup floppy 
disk option, in the Tools menu of ClassMate Manager. This configures 
the program disk so that the computer knows how to run the program. 


Remember, most users won’t have (and shouldn’t be given) access to 
MS-DOS, Explorer, or other utilities that allow them to run programs 
from the floppy drive. Instead they have the 'Run IBM Disk' utility. This 
utility can run programs that have been prepared with ‘Setup floppy 
disk’. 


Before you use ‘Setup floppy disk’, make a copy of your program disk, 
put the original master disk away, and run ‘Setup floppy disk’ on the 
copied disk. 


To set up a floppy disk: 
1. Log on as Manager. 


; 2. Double-click on the ClassMate Manager icon to open the ‘ClassMate 
ther / Manager window. 


ClassMate 
Manager 


3. Insert your program disk into your floppy disk drive (A:) and from the 
Tools menu, click on Setup floppy disk. The ‘Setup floppy disk’ 
window appears. 
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1. Inthe ClassMate Manager window, open up a user’s folders and 
sub-folders. In the example shown below, the sub-folder is called 
‘Clip Art’: 


5 Classhlate Manager 


-{{] Resource Cupboard iE 
Word Processors ‘-(22) Manager 
ce-ES2 Painting Programs : & non-Manager user e.g.'User’ 
ing Programs 
F ClipArt 
Scrape 
Scratch 
i deg >cribble 
a) Programs 
[El Word Processors 


2. Highlight the parent folder (in the example above, this is ‘Painting 
Programs’), then click on Edit, User Properties. The ‘Folder 
Properties’ window appears: 


The top box is not checked by default, so that the sub-folder is not 
represented on the user’s desktop as an icon, and cannot be seen 
(although it is still present as a menu entry, accessible via the Start 
button). If this box is checked, then the sub-folder will be shown (see 
note on page 97). Note that the top box must be checked in order 
that the sub-folder be edited. 
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Maintenance Mode 


Maintenance Mode: 


e Allows the Manager to undertake tasks without logging on as 
Manager. 


e ls used to configure things specific to the user's desktop — such as 
the wallpaper, and size of the taskbar (note that the taskbar is 
unlocked in Maintenance Mode). 


e Allows the Manager to use tools such as Explorer, so that files can be 
copied to the User’s work area. 


The important difference between using Maintenance Mode and using 
the Manager’s desktop is that in Maintenance Mode, you’re actually in 
the user's desktop, but have the Manager’s tools available. 


Notes: 


You'll find Maintenance Mode very useful, but you don’t need to use it to configure a 


user's desktop. 


You can disable Maintenance Mode for any specified user. To do this, see the 
previous section. 


To use Maintenance Mode: 

1. Log on as any user. 

2. Right-click on the title bar at the top of your screen. . 
A small box appears — click on Maintain. 


3. The ‘Maintenance Mode’ dialog box appears. 


Note: 


Other program groups can be configured so that they appear only in Maintenance 
Mode. There’s more on this on page 98. 


Enter your Manager’s password and click on OK. The ‘Manager's 
Tools’ window appears (If it is minimized, restore it). 


In Maintenance Mode, the user’s Windows and taskbar are now 
unlocked — you can move and resize them, and change the 
properties of the taskbar. 
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ClassMate Manager. 
Do not use the ClassMate Manager to distribute resources when in Maintenance 


Mode - as the only resources available to RM ClassMate are those already 
present. You may use the other ClassMate Manager functions. 


You can now use any of the Manager's tools within the user’s 
desktop. 


4. You can quit Maintenance Mode by right-clicking once again on 


the title bar, and clicking on Exit Maintenance Mode 
or 


you can quit Maintenance Mode and the user desktop by clicking on 
the Finish button on the title bar. 


Editing the user’s Start menu 


Use Explorer to make changes to the user’s Start menu. Highlight the 
user’s Start menu folder in the All folders pane, then edit the files. 


This folder is on the path: 
Hard disk (C:) / Windows / profiles / <User_name> / Start Menu 


After you have made changes, you need to right-click in the title bar, 
and click on Refresh Desktop for these changes to be reflected in the 
program groups. 


Configure RM Program Options 


Configure 
Program 
Options 


A number of programs supplied with Window Box can be configured so 
that they offer a pupil one of a number of levels of complexity. This 
means that pupils of all ages can optimise their performance — younger 
pupils are not hindered by advanced features that they don’t need to 
use, whilst older pupils are not limited by a lack of advanced features. 


The levels of complexity go from the ‘Yellow Level’, which is the 
simplest form of the program, through to the ‘Red Level’, which is the 
fully-featured program. 


Using RM Window Box 


When the pupil starts the program, a range of levels is offered. For 
example, on starting Talking First Word, a window similar to the 


following appears: 


Pupil can choose the option to which they’re best suited. However, you 
can prevent them from choosing certain options here. This is achieved 
with the Configure RM Program Options utility. 


Configure RM Program Options is run from Maintenance Mode. 


To run Configure RM Program Options: 


1. Double-click on the Configure Program Options icon (in the 
Manager’s Tools program group). The ‘Run Configure RM Program 
Options’ window (similar to the following) appears. 


Run Configure RM Program Options 


se 


Here you select the program to configure (each program is 
configured separately). You can configure more programs than 
those shown here — to see them, click over the Other Programs 


entry, then click OK. 
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2. Select the program whose options you wish to configure, and click 


a 


a” 


= 


= = = 


— 


= 


= 


s 


se 


on OK. In the following example, Talking First Word was selected: 


You can choose which options are to be available to pupils. Here, all 
the boxes are checked, and pupils who start up Talking First Word 
will be offered all levels, of which they select one. To prevent them 
from using a particular level, uncheck the box next to it (click over 
the box to toggle between checking and unchecking). 


For example, to ensure that pupils only use the ‘Yellow Level’ (‘Very 
Easy’) of Talking First Word, remove the checks from the ‘Green 
Level’ (‘Easy’), the ‘Blue Level’ (‘Medium’) and the ‘Red Level’ 
(‘Advanced’): 


Click OK to close Configure RM Program Options. 


Quit Maintenance mode by right-clicking once again on the title 
bar, and click on Exit Maintenance Mode. 


The user that you’re now logged on as can only access the ‘Yellow 
Level’ of Talking First Word. When a pupil logs on as that user and 
runs Talking First Word, the option window now only allows the 
Yellow Level to be ‘selected’. 


The ‘Green’, ‘Blue’ and ‘Red’ levels are greyed out — they cannot be 
accessed. 


If you want to limit the levels that are available to another user, you'll 
need to log on as that other user, enter Maintenance Mode, and repeat 
the steps above. 
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Chapter 6 
Files and Disks 


Part 1: Organising Workfiles 


Folders and Directories 
RM File Organiser refers to directories and not to folders. For the purposes of this chapter, 
directories and folders may be regarded as synonymous. (For an explanation of the finer 

differences between directories and folders, see the glossary entry folder.) 


Task 15. Copying, moving and deleting workfiles 


Windows File 
Manager 


’ Windows Explorer 


RM File Organiser 


If you have used Windows 3.1 before, you may be familiar with the 
Windows File Manager program. This program allows you to perform 
many file operations, including moving, copying or deleting any files on 
the hard disk. 


Note: File Manager is still present on Windows 95 as the file WINFILE.EXE (in the 
Windows folder). You may allocate a shortcut icon to it if you wish to use it regularly, 
although we recommend that you invest some time in becoming acquainted with 

Windows Explorer instead (File Manager does not show long filenames). Never move 
File Manager to any user’s desktop other than the Manager's. 


Windows 95 has a more advanced utility, called Windows Explorer, and 
like File Manager, it can be used to delete files in any folder, including 
those essential for the well-being of your Window Box computer. For this 
reason, Explorer can be a dangerous tool in inexperienced hands! 


| Any book on Windows 95 should tell you a lot more about Windows Explorer. 


Because program files are usually installed automatically as part of a 
program’s install procedure, most file operations that need to be 
performed by the Manager concern workfiles. A workfile is a file created 
by a user whenever work is saved; for example, document written using 
Windows WordPad becomes a workfile when saved. 
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Why do I need File 
Organiser? 


RM File Organiser’ is a program written by RM to help you copy, move or 
delete workfiles, without the risk of performing these operations on other 
files needed for the running of Windows, or those needed to run the 
programs. 


With File Organiser you can sort workfiles into relevant folders on the hard 
disk, or move them into the 3% Floppy (A:) folder (i.e. move them onto a 
floppy disk). This will save space on the hard disk, which might otherwise 
fill up with workfiles. 


Copying and Moving. 


_ The distinction between copy and move is important — copying a file leaves the original in 


place; moving a file copies the original file to a new location and then deletes the original. 


You might decide to copy work files to one set of floppy disks frequently 
as a backup of your pupils’ work in progress, and to move completed work 
to another set of disks periodically to free space on the hard disk. You 
could also use File Organiser to transfer work files from one Window Box 
computer to another, via a floppy disk. 


File Organiser also allows you to delete files and empty folders which are 
no longer needed, either from the hard disk or from floppy disks. 


File Organiser can be customised (see page 116) so that it only acts on 
work files, such as WordPad documents or Paint pictures; it can also be 
set up so that files which make up the program itself cannot be copied, 
moved, or deleted. This means that it is much safer and simpler to use 
than Explorer, which allows you to copy, move or delete any file. 


As you become more experienced and confident with Windows you may 
find that you need to use Explorer to do things that File Organiser can’t 
do. If you do need to use Explorer, refer to the on-screen help (press 
<F1> whilst running Explorer) or any book on Windows 95. 


Introducing File Organiser 


As Manager, click on the RM File Organiser icon, in the RM Tools 
program group. The ‘RM File Organiser’ window appears. 


1 RM File Organiser is not present on RM Window Box Compact 
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A: (folder 3% Floppy (A:) 


Sub-folders off the 


Sub-folders off the folder 3% Floppy (A:) 
Jfolder Hard disk (C:) 


Files in the folder Files in the folder 
Hard disk (C:) 3% Floppy (A:) 


e One side of the window (on this example, the left -hand side) allows 
| you to select the source files (selected in the Filenames field), from a 
source folder (selected in the Directories field), in a source disk 
| (selected in the Drives field). Note that either side can list the files in 
the source disk, and either side can list files in the target disk. 


! e The other side of the window (on this example, the right-hand side) 
allows you to select a target folder (selected in the Directories field) 
| on a target disk (selected in the Drives field). 


The status bar 
The status bar at the bottom of the screen displays information about the selected file 
including its type, size and the date it was created or last changed. If more than one 

file is selected it displays the number of files selected and the total combined file size. 
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The menu bar 
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Selecting files: 
You can select one or more files from the list of files in the Filenames list box when you 
want to copy, move or delete files. 


To select (and deselect) consecutive files, click the first file you want to select, press 
and hold down <Shift>, and then click the last file in the group. Release <Shift>. The first 
and last files and all files in between are selected. To cancel the selection, press <Esc> or 
click any file. 


To select and deselect non-consecutive files, press and hold down <Ctrl> and click 
each file you want, then release <Cirl>. To cancel selected files, press and hold down 

<Ctrl> and then click each file. To cancel the whole selection, press <Ese> or click any 
file. 


Drag & drop: 
You can perform a task on files by selecting them and dragging them by holding down the 
mouse button while moving the mouse. At the destination, release the mouse button to 
drop the files. 


If, while in the process of dragging a file, you change your mind, you can drag it back to 
the source Filenames list box and drop it. 


You cannot drag and drop folders, or drop files in the Directories list box. 


The menu bar offers the above utilities, and some additional ones. The 
menu bar entries are summarised below: 


e File allows you to Copy, Move or Delete selected files (these entries 
do the same as the Copy, Move or Delete buttons (respectively) in the 
centre of the window). Space Information shows you what space you 
have left on the hard disk and on the floppy disk. 


e Directory offers you two options: Create and Remove. The Create 
option displays a window that allows you to create a folder (directory) 
anywhere. Remove allows you to remove empty folders. 
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Note: 
If you attempt to remove a folder (directory) that is not empty, you will see the 
following message: 


RM File Organiser: Ero 


Remember to clear out a folder before deleting it. 


e Window. Click on Refresh to show any changes to the folder 
structure that have been made by some other means, whilst File 
Organiser has been running. You'll need to do this when you change 
floppy disks. 


e Help. Comprehensive help files are available for File Organiser. 


‘Copying work files 


To copy or move work files you will require one or more formatted floppy 
disks (see page 126). 


} 1. Log on as Manager. 


2. Inthe RM Tools menu (via the Start button), click on the RM File 
Organiser icon. The ‘File Organiser’ window appears. 


Note: if there are any files on the floppy disk which have the same name as a file 


you ask to copy, a warning message appears stating that the file(s) on the floppy 
\ disk will be overwritten by the file(s) from the hard disk. 


3. The source file is the file that you copy your file from. 


i. Make sure that a target drive or folder is displayed (the destination 
or target is where you are copying your file fo). 


ii. Click to select the file(s) that you wish to copy from the source 
Filenames field. 


Note: When you select the file(s) that you want to copy, the arrows on the Copy 


and Move buttons show the direction in which the file(s) will be copied. 


4. Click on the Copy button. 
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Other ways of copying files: 


e From the File menu, click on Copy. 
e Press <F8>. 
Right-click with your mouse and click on Copy from the shortcut menu. 
Drag the file(s) to the Copy button. 
Hold down the <Ctrl> key and drag the file(s) to the target Filenames list box. 


5. The ‘Copying Files’ window appears and informs you of the files that 
are being copied. 


>. 


6. When you have finished click on the Exit button or from the File 
menu, click on Exit to return to your Manager’s desktop. 


>. 


>. 


Moving or deleting work files 


>. — 


Moving or deleting files is very similar to the copy process already 
described, you can move files from one folder or drive to another (but you 
cannot move folders). 


a 


To move files 1. If you are not already logged on, log on as Manager. 


>. 


2. Inthe RM Tools menu (via the Start button), click on the RM File 
Organiser icon. The ‘File Organiser’ window appears. f 


3. Make sure that a target folder or drive is displayed, then select the 
file(s) from the source Filenames field. 


4. Click on the Move button. 


Other ways of moving files: 


e From the File menu, click on Move. 

e Press <F7>. 

e Right-click with your mouse and click on Move from the shortcut menu. 
e Drag the file(s) to the Move button. 

e Drag the file(s) to the target Filenames list box. 


The ‘Moving Files’ window appears and informs you of the files that 
are being moved. | 


if the name of a file being moved matches that of a file in the target folder (directory), 
a message asks if you want to replace it. 
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5. Click on the Exit button or from the File menu (or click on the Exit 
button) to return to your Manager's desktop. 


. To delete files 
1. If you are not already logged on, log on as Manager. 


2. Inthe RM Tools menu (via the Start button), click on the RM File 
Organiser icon. The ‘RM File Organiser’ window appears. 


3. Select the file(s) that you want to delete from the Filenames field. 


4. Click on the Delete bution. 


Other ways of deleting files: 
e From the File menu, click on Delete. 
e Press <Del>. 
' Right-click with your mouse and click on Delete from the shortcut menu. 
Drag the file(s) to the Delete button. 


5. The ‘Confirm File Delete’ window appears: 
e Click on Yes to delete the displayed file. 
e Click on Yes to All to delete all of the files in the selection. 
e Click on No not to delete the displayed file. 


6. When you have finished moving files click on the Exit button (or from 
the File menu, click on Exit) to return to your Manager’s desktop. 


Note: You can prevent users from globally deleting files by disabling the Yes to All 


button for specified users. See the section beginning on page 116 for further 
information. 


Managing folders (directories) 
The Manager can: 


¢ Set the level of root folder for any user (this is normally C:\WORK, so 
that the user cannot use File Organiser above the level of C:\WORK). 


e Set the number of folder levels that users can create, relative to C:\. 


e Prevent users from creating and removing folders by disabling the 
Directory command for specified users. 
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Creating folders 


Removing folders 
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e Enable/Disable the Exit button. 
See Customising RM File Organiser on page 116, for further information. 


It is a good idea to have specific folders for your own work, and different 
folders for the users’ work. This helps to keep all your files together in one 
place which makes finding them easier, and doesn’t clutter your hard disk 
with extraneous files. 


By default all users share a common directory, C:\WORK (i.e. the Work 
folder), but you can allocate each user a subdirectory off the C:\WORK 
directory. 


As well as creating specific directories (i.e. folders) for users, you can 
create a folder for a specific project, such as an /lluminatus presentation. 
You can then store all relevant files (text, graphic, sound, video or 
animation files) in the same project folder. 


To create a new folder: 


1. From the menu bar select Directory, Create. The ‘Create Directory’ 
window appears. 


2. At the Drives list box, select the drive on which you want to create the 
new folder. 


3. Atthe Directories list box, select the folder in which you want to 
create the new (sub-)folder. 


4. Atthe Create directory with the name box, enter the name of the 
folder you want to create. 


5. Click OK. 


You cannot remove a folder that contains files or sub-folders. Before you 
can remove a folder, you must first delete all of its files and sub-folders. 
(see To delete files above). 


To remove a folder: 


1. From the menu bar, select Directory, Remove. The ‘Remove 
Directory’ window appears. 


2. Atthe Drives list box, select the drive from which you want to remove 
the directory. 


3. At the Directories list box, double-click over the name of the folder 
(directory) you want to remove. 
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4. Atthe Remove directory with the name box, make sure the name of 
~ the folder (directory) you want to remove is displayed. 


- 5. Click OK. 


Scanning for viruses 


lf you have a virus scanner set up on your computer, you can use the 
File, Virus Scan command to scan selected drives and disks for viruses. 


ct See page 116 for further information on Setting this up. 
UVelete 


We recommend that you encourage users to virus-scan all of their floppy 
disks to prevent viruses from entering the computer. 


To scan for e From the menu bar, select File, Virus Scan. 
viruses 
The virus scanner runs on the drive or disk that you have set up. 


Exiting from RM File Organiser 


To exit from RM File Organiser, click on the Exit button or select File, 
Exit. 


We recommend that you use either of these methods to exit from RM File Organiser 


whenever possible. 
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Task 16. (for advanced users only): Customising 
RM File Organiser 


Introduction 


Caution: 
Don’t try this until you’re confident using Windows 95. 

You should be confident with using the text editor Notepad, and have some experience of 
using Windows Explorer. You need to understand exactly what folders are (look under the 
folders entry in the Glossary). You should also have a reasonable insight into the folder 
structure of Window Box. 


You don’t need to do this task to make File Organiser work properly. What you can do 
here is see how to enhance its use, and customise it more precisely to your users’ needs. 


File Organiser is set up so that the default user can’t use File Organiser with files that lie in 
folders above the C:\WORK folder. However, this user, and other users that you may 
create, will all be able to access the same C:\WORK folder. 


In this task you can ensure that each user has their own sub-folder (off the C:\WORK 
folder), to which they save their work files, and you can ensure that when they use File 
Organiser, they cannot move above their own sub-folder — that means that they're 
restricted to editing only their own work. 


In this task you can also configure File Organiser so that it only operates on specific types 
of files, and can disable some of the functions in File Organiser. 


e An.INI file is a text file that stores settings for Windows. The file you'll be editing, 
FILEORG.INI, holds settings for the program File Organiser. 


e If we're going too fast, take a few minutes to read about folders, and about .INI files in 
any book about Windows. 


e In this section, (for reasons of brevity) we'll only talk about folders; for the purposes of 
this chapter, this word is synonymous with directories. 


You can customise RM File Organiser for existing users by editing the 
user’s copy of the file 'FILEORG.INI' in the folder: 


C:\WINDOWS\PROFILES\<USERNAMES\INIFILES 


<USERNAMESs is the name of a folder — the exact name is the same as 
the user name, so for a user ‘Alison’, the <USERNAME> folder is called 
ALISON, and the full path to Alison’s FILEORG.INI is: 


C:\WINDOWS\PROFILES\ALISON\INIFILES 


Perhaps your users are set up as class or project names; for a user 
‘Romania Project’, the full path to the relevant FILEORG.INI is: 
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C:\WINDOWS\PROFILES\ROMANIA PROJECT\INIFILES 


In this task, you load the appropriate FILEORG. INI into Notepad, 
customise it for your user (as described below) and save it in the correct 


folder. 


if | create a new user at a later stage? 
When you create a new user, you create a new user folder in C\WINDOWS\PROFILES 


folder. In the new user folder you have an INIFILE folder. From the INIFILE folder, load 
FILEORG.INI into Notepad, customise it for the new user, and save it. 


To create a custom RM File Organiser INI file: 


1. Logon as Manager. 


2. Right-click on the Start button and click on Explore. 


Remember the path: 
Hard disk (C:) \ Windows \ Profiles\ <Username> \ Inifiles 


3. Navigate the directory structure until the INIFILES folder for the user 
whose File Organiser you wish to customise is shown in the All 


Folders field. 


4. Click on the INIFILES folder. In the Contents of ‘Inifiles’ field (right) 
you should see a file called Fileorg (=FILEORG. INI): 


2KB Configuration Settings 


5. Double-click over Fileorg to open the FILEORG.INI file in Notepad. 
Now take a look at page 118 (the section FILEORG.INI) to see exactly 
what changes you can make here. We'll see you in a few minutes 


back here. 


6. When you have made your changes to the file, from the File menu, 
click on Save to save the file and click on the close button to exit 


Notepad. 


Don’t forget to Save your changes! 


7. Click on the close button to exit Explorer. 
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8. Click on the Start button, and click on Shut Down to /og off as 
Manager. 


9. Select the Close all programs... option and click on Yes. 


You’ve now edited an .INI file and changed the way a program looks. 
Never try to edit other types of .INI files, though, unless you know exactly 
what you’re doing! 


Here are some examples of how you can customise RM File Organiser. 


Hint: 


A line that begins with a semicolon (;) will be ignored. This is useful for disabling 
options without deleting them. 


Comment line 


You can change the comment line that a user sees when selecting Help, 
About RM File Organiser. At the [Comment] section, enter a single line, 
for example: 


[Comment ] 
Mrs. Andrews’ Romania Project 


We recommend that you change the comment to reflect the user (i.e. the 
pupil, or group or class of pupils that comprise the user) for each file, so 
that you can tell which .INI file a pupil is using. 


Drives 


You can specify the drives to which users have access. At the [Drives] 
section, enter the drive letter followed by a colon, and a chosen name. 


For example: 


[Drives] 

A: Floppy Disk 
C: Hard Disk 

D: CD ROM Drive 


The drive order you specify will be the drive order that appears in the 
Drives list box. If you do not want users to have access to a particular 
drive, do not put an entry in with that drive letter. For example, it may be a 
good idea to prevent users from copying files from CD ROMs, or (under 
some circumstances) from floppy disks (without your supervision). 
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Root 


What is a root folder? 
For a given user and program, the root folder is the uppermost folder level that can be 


reached. As Manager, your root folder is always Desktop. For a user running File 
Organiser, the root folder for that may be set to Work, and the user is unable to move 
‘above’ this folder when working with File Organiser. 


You can specify where you want your user’s root folder to be in the [Root] 
section. 


Note: 
Any folder specified here must exist. 


Users will have access to the folder level specified and, depending on the 
settings in the [Max Dir Depth] section, possibly below (i.e. not above). 
They will not have access to folders at a higher level (i.e. above) and 
therefore can be kept from making any alterations to important files or 
system settings. 


Warning: 


Never change this setting so that users have access above the C:\WORK folder. The 
default setting does not give users access above C:\WORK. 


For example the setting: 
C:\Work\Romania Project 


restricts the user Romania Project to the Romania project sub-folder in 
the Work folder on the C: drive. Pupils logging on as this user won't be 
able to use File Organiser with files in the C:\Work folder or above. 
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Where does the user’s workfile sub-folder come from? 

Remember that (by default) all users store their workfiles in a common folder, C:\Work. 
They don't automatically get their own workfile folders. If you want a user to have a 
workfile folder, then you need to create one. You can do this either with Windows 
Explorer, or with your own (the Manager's) File Organiser. 

The user’s workfile folder, if you create one, should not be confused with the users’ 


— 


INIFILE folder, which lies on a different path, and has a completely different function. You 
don’t need to add anything to the user’s workfile folder, and the user doesn’t need to have 
one. 

Remember that the user will still be able to use programs that save and load files to the 
C:\Work folder — you'll have to specifically tell the pupils to save their work in their own 
workfile folder that you have created for them. 


File descriptions 


>. 


You can specify the description (of the file types) that appears in the 
status bar. At the [Extensions] section, enter the file description. The file ; 
extensions must be exactly three characters. For example: ‘ 


[Extensions] 
PCX=Paintbrush 
CRD=Cardfile 
DOC=Word document 


>. 


If files do not have specified extensions, they will be shown in the status f 
bar as "Unknown file type". 


File extensions 


You can prevent users from copying and moving files with specified 
extensions. At the [Banned File Types] section, enter the file extensions 

that you want to disallow. The file extensions must be exactly three f 
characters. For example: 


[Banned File Types] \ 
EXE 
COM { 
DLL 


Note: 
The extensions shown above (.EXE, .COM, & .DLL) should always be disallowed for all 
users except the Manager. 


Chapter 6 Files and Disks] 


You may like to disallow additional extensions, such as specific kinds of 
work files that were created by another user, that this user (whose 
FILEORG you’re editing) won’t need access to. 


Note that you cannot use wildcard characters to specify extensions. 


File deletion 


You can prevent users from deleting all selected files in one go, by 
disabling the Yes to All button in the Confirm File Delete window. At the 
[Yes To All] section set ENABLED to FALSE as follows: 


[Yes To All] 
ENABLED=FALSE 


If you want to enable the Yes to All button, set ENABLED=TRUE. 


Exit button 


You can disable the Exit button and restrict the user to using the Exit 
option from the File menu. To disable the Exit button: 


[Exitbtn] 
ENABLED=FALSE 


If you want to enable the Exit button, set ENABLED=TRUE. 


Folders 


You can set the number of folder levels that users are allowed to create, 
relative to C:\. For example, a user without this restriction might create 
unnecessarily long folder paths, which may result in workfiles being lost 
forever. 


At the [Max Dir Depth] section, enter the number of sub-folders. For 
example: 


[Max Dir Depth] 
Max=3 


In this example, a user Chris, who, say, already had his own workfile 
sub-folder, would be able to create a sub-folder My Bike of the path 


C:\WORK\CHRIS\MY BIKE 


but could not create sub-folders to the folder My Bike. 
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You can prevent users from creating and removing folders by disabling 
the Directory menu command for specified users. To do this, at the [Max 
Dir Depth] section set the number to 0 as follows: 


[Max Dir Depth] 
Max=0 


Virus scanning 


You can use a virus scanner that you have set up on the computer. At the 
[Virus Scanner Path] section, enter the path and filename of the virus 
scanner software (if necessary check the documentation that comes with 
your virus scanner software for more information on the software path and 
filename). For example: 


[Virus Scanner Path] 

C:\PROGRAM FILES\MCAFEE\MCAFEE . EXE 
or 

C:\PROGRAM FILES\DRSOL\DRSOL. EXE 
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Part 2: Floppy Disks 


There are a number of utilities on Window Box that allow you to manage 
floppy disks as follows: 


e Copy floppy disks. 
e Format floppy disks. 


e Scan floppy disks. 


Task 17. Copying floppy disks 


The disk to be copied is known as the source disk and a disk on to which 
the copy will be made is called the target disk. 


Source and target disks must be of the same type — either both 
high-density, or both low-density disks. High-density disks have small 
square holes in two corners; low-density disks only have one square hole. 
High-density disks also have the ‘HD’ symbol printed on the plastic to the 
right of the metal shutter. 


Before copying, make sure the disk you are copying (the source disk) is 
write-protected — turn the disk over and slide the small plastic square in 
the bottom right-hand corner so that the hole is open: 


The second disk (the target disk) does not need to be formatted (for an 
explanation of formatting disks, see Task 18: Formatting floppy disks on 
page 126). This disk must not be write-protected, i.e. the small hole 
should be closed. 


Warning: 


If the target disk already holds data, then Copy Disk will delete this data. Copy Disk 
cannot append copied data to existing data. 
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To copy a floppy 1. Log on as Manager. 


disk: 
2. Double-click on the My Computer icon. The ‘My Computer’ window 


appears. 


My Computer 


St Floppy JAE Harddisk (C:) (D:) 


Control Panel Printers 


3. Click once on the 3% Floppy (A:) icon to highlight it. 


4. From the File menu click on Copy Disk. The ‘Copy Disk’ window 
appears: 


% Copy Disk 


5. Insert the source disk (the disk you are copying from) into the floppy 
drive, and click on the Start button. 
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If you click on Start without first inserting your disk, you see the following message: 


Insert your disk in your floppy drive and click on OK. 


The copy process starts. When the computer finishes reading the disk, 
see the following message. 


6. Insert your target disk into your floppy disk drive and click on OK. 


If you see the message: 


then the write-protect tab on the target disk has probably been set to read-only. 
Remove the disk, slide the plastic tab so that the hole is closed, put the disk back in 
the drive and click on Retry. 


The copy process is finished when the message ‘Copy completed 
successfully.’ appears. 


7. Click on Close to return to the ‘My Computer’ window. 


8. Click on File, Close to exit and return to your ‘Manager’ desktop. 
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Task 18. Formatting floppy disks 


What is 
formatting? 


To format a floppy 
disk: 


Brand new floppy disks need to be formatted before they can be used. 
(The only exception to this is if you are using the Copy Disk program 
which automatically formats new disks if necessary.) Formatting can also 
be a useful way of wiping all files from an old disk. 


Warning: 
If you format a disk which already has program or work files on it, the files will be 


destroyed. Before you re-format a used disk, always check that you do not need any of 
the files it contains. 


Before your computer can use a new disk, it must check it to see if there 
are any bad areas on the disk surface. If there are some, then it will label 
these areas, and avoid them in future. If there are many, then it will reject 
the disk. The computer must also define the area of the magnetic surface 
that it will use, called tracks. For floppy disks, all this is accomplished in 
one process known as formaiting. 


You can format high-density (1.44 MB capacity) or low-density (double 
density, 720 KB capacity) floppy disks. Look at the floppy disk to find out 
what type it is. 


High and low density disks. 
High-density disks have small square holes in two corners; low-density disks only have 


one square hole. High-density disks also have the ‘HD’ symbol printed on the plastic to the 
right of the metal shutter. 


To continue with this task you need a brand new floppy disk (or an old 
disk which has no files which are required). 


1. Log on as Manager. 
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2. Double-click on the My Computer icon. The ‘My Computer’ window 
appears. 


My Computer 


Control Panel Printers 


3. Click on the 3% Floppy (A:) icon to highlight it. 
4. From the File menu, click on Format. 
The 'Format 3% Floppy (A:)' window appears. 


3% Floppy [A:] 


5. Select the capacity 1.44 MB (high density) or 720 MB (low or 
double-density) from the Capacity drop down list. 


6. Choose the format type that you want by clicking on the correct radio 
button from the ‘Format type’ options. 
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There are three options for ‘Format type’: 


Quick. This option erases all the files from the disk but doesn’t tag 
bad areas. This option only works for disks that have already been 
Fully formatted (see immediately below). 


Full. This option prepares a new floppy disk for use. Any bad | 
areas on the disk are labelled so that they won’t be used. 


Copy system files only. This option copies system files to an : 


already formatted floppy disk without erasing the information 
already on the disk. | 


Do not select this option unless you specifically require a system 
disk. 


If you make the disk a system disk, and leave it in the floppy disk 
drive when you switch the computer on, then the computer will 

start up from the floppy disk, instead of from the hard disk. 

However, if it starts from a floppy disk, your computer will only load 
the MS-DOS prompt. You should not normally need to make 

system disks. 


7. Type the name you wish to give to your disk in the Label field from 
‘Other options’. 


If you do not wish to label your disk, click in the check box next to 
the No label option. 


Click the Display summary when finished check box if you wish 
to see a report when the formatting is finished. This tells you how 
much space you have on the disk and how much (if any) space is 
already taken up by system files or ‘bad sectors’. 


Note: 
Most new floppy disks shouldn't have any bad sectors (i.e. areas that can’t be 
used). 


Click on the Copy system files check box if you wish to copy 
system files to a disk after it is formatted. 


8. When you have made all your choices, click on the Start button. 
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~ If you see the following message: 
Format - 3% Floppy (A) 
~ 
~ 
~ 
“4 insert your floppy disk in the drive and click on Retry. 
~ 
4 When the format is finished, the message ‘Completing Task...’ 
5 appears. 
| 
E 9. Click on the close button to return to the ‘My Computer’ window. 
. 10. Click on File, Close to return to the Manager’s desktop. 
=) 


' Task 19. Scanning disks 


Warning! 
If you run ScanDisk on the hard disk, you may see an error message similar to this: 


This is because some directory paths are very long — this is not a problem for 
Windows 95, but it is reported as a problem by ScanDisk. 


If you see this error message: 


Make sure that Ignore this error and continue is checked (i.e. there’s a dot in the 
circle to the left). 


Click OK. 


Repeat this for all error messages that read similarly; i.e. 
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The 
<Long_Directory_Path_Here> folder cannot be opened because its MS-DOS 
name, including the names of any folders it is in, is longer than 66 characters. 


e DONOT check the Repair the error by moving the folder circle. 
e DONOT check the Delete the affected folder circle. 


If you do, then you will encounter problems with restoring users. 


Very occasionally, floppy disks or the hard disk can develop errors which 
may cause programs to behave peculiarly. You can use ScanDisk to 
check disks for errors and to fix problems that are found. 


In this task, you’ll scan a floppy disk. Ensure that you have a formatted 
disk in the floppy disk drive. 


To scan a floppy disk: 
1. Log on as Manager. 


2. Click on the Start button, move the mouse over Programs, then over 
Accessories, and then over System Tools. 


Click on the Sean Disk icon. The ScanDisk window appears. 
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For more information about the options on the main ScanDisk window, 
, use your right mouse button to click on the item, and then click the 
What's This? Command that appears. 


4. Select the options: 
’ e Toscan a floppy disk. 


e To conduct a ‘Standard’ check. 


Note: 


A thorough check on the hard disk may take an hour or so. 


e To ‘Automatically fix errors’. Don’t check this box if scanning the 
hard disk — see the note on page 129. 


Click on Start. 


If you see the following message: 


; ScanDisk - 3% Floppy (A) 


, check that your floppy disk is formatted, is not write-protected, then click on OK, then 
Start from the ‘ScanDisk...’ window. 


The ‘ScanDisk Results...’ window appears. 


’ 5. Click on Close. 


If you find an If ScanDisk cannot correct errors on the floppy disk, then run ScanDisk on 
error... the master disk (if there is one). If this also shows the error, then contact 
the supplier of the disk, otherwise use copy disk to make another copy 
’ from the master. If the fault is on a disk that holds work files, then you may 


not be able to retrieve some of this information. Remember to back-up 
important disks so as to avoid the frustration and inconvenience that this 
predicament may cause. 


* Scanning the hard First, make sure you have read the warning note at the beginning of this 
disk task (page 129). 


This process is similar to that for floppy disks (see above), but make sure 
you click on the (C:) icon in the ‘ScanDisk’ window. 
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Note: 
ScanDisk will almost always correct any errors on the hard disk. However if this is not the 
case, then the drive may need to be specially re-formatted or replaced by a qualified 

engineer — please refer to Appendix F for details on contacting RM Support. 
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Using Sound 


Recording a sound 
of your own 


Chapter 7 
Experimenting With Multimedia 


This chapter applies principally to Multimedia Window Box systems. 
Some of it is relevant to Sound systems. 


This section covers the following topics: 

e Recording a sound of your own. 

e Changing the sounds for Windows events. 

e Playing an audio CD. 

e Understanding Object Linking and Embedding (OLE). 
e Embedding a sound in a document. 

e Media Player. 

e Multimedia tools summary. 

e Adjusting the sound volume. 

e Troubleshooting (related to multimedia components). 


Your Multimedia Window Box includes tools that you can use to make a 
sound recording. When you have recorded your own sounds, you can 
use them in a number of ways: 


e You can replace a standard Windows sound with your new sound. 


e You can add your sounds to a multimedia presentation that you 
create in a package such as /I/uminatus. 


e You can use the OLE facility (see the section on OLE later in this 
chapter) available to some Windows programs to embed or link your 
sound file to another file. 


To use Sound Recorder, you must have speakers or headphones 
plugged in to your Window Box. If you want to record live sound, you 
also need a microphone. Sound Recorder is a powerful tool that allows 
you to record, playback, edit and save sound samples as *.WAV files. 
When you save your sound files, it is a good idea to create a separate 
work folder to keep all your files together. 
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To record a sound make sure you have an audio input device 
(microphone, or a ‘line out’ connection from hi-fi) connected to your 
computer. 


1. Log onas Manager. 


2. From the Start menu move the mouse over Programs, select 
Accessories, Multimedia and click on Sound Recorder. You see 
the ‘Sound - Sound Recorder’ window: 


Sound - Sound Recorder 


The buttons at the bottom the ‘Sound Recorder’ window operate in 
the same way as the buttons on a tape recorder. From left to right 
they are: 


Rewind (go to the start of the file) 

Fast Forward (go to the end of the file) 
Play 

Stop 

Record 


3. Make sure the microphone is plugged into the microphone socket on 
the rear panel of the computer, and that the switch on the 
microphone is set to on. 


4. Click on the File menu, then click on New. 


5. Youcan specify the default sound quality before you record a sound 
by using the Audio Properties option. Choose Edit and click on 
Audio Properties. 
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The ‘Audio Properties’ window appears. Under the ‘Recording’ 
option you can adjust the recording volume and also specify the 
quality of your sound recording. 


ih 
Wave In [220] 


For more information on specific areas of the ‘Audio Properties’ 
window you can right-click on the item and click on What’s This? or 
you can click on the short-cut help icon (see margin) in the top right 
of the window then click on the item. 


6. To start recording, click on the Record button and speak into the 
microphone. 


7. When you have recorded the sound that you want, click on the Stop 
button to stop recording. 
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8. Click on File, then click Save. Because this is a new file, the 


9. 


‘Save As’ window appears. Use the Save in: box to select the (C:) 
drive and scroll through the list and click to open your Work folder. 
In the File name: box enter MYFILE.WAV as the filename and click 
on the Save button. 


Click on File, Exit to close Sound Recorder. 


You will soon have plenty of ideas of your own to try out. Start again, 
this time with a sample of sound from some other source instead of the 
microphone. 


You can play your recording in Sound Recorder or in Media Player. 


Once you have played your sound file, you might decide that you want 
to edit it, to remove any unwanied silences or to add some special 
effects. 


A 


2. 


From your Manager's desktop, open Sound Recorder. 


Click on File, Open... and use the ‘Open’ window to locate your 
saved sound file. 


lf you want to cut a part of your sound file, perhaps to remove a long 
silence at the start of the file, select the unwanted portion of your 
recording by clicking and dragging the slider to the position that you 
want. 


Select Edit from the menu-bar and click on either the Delete Before 
Current Position or Delete After Current Position option. This 
deletes the selected portion of your recording. 


e You can undo a deletion as long as you have not saved the file. 
To do this you click on Revert... from the File menu and this will 
undo all changes made since the last time the file was saved. 


You may wish to experiment with the special effects in the ‘Effects’ 
menu. You can: 


add an echo 

adjust the playback speed (increase or decrease it) 
adjust the playback volume 

reverse the playback direction 
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6. When you have a version of the recording you want to keep, click on 
File, click Save. 


7. Click on File, Exit to close Sound Recorder. 


Note: 


If you want more information about any of the Sound Recorder options, click on 
Help, Help Topics in the ‘Sound Recorder’ window. 


Changing the This section describes how to change the sounds attached to Windows 

sounds for ‘events’. An event is any one of a large range of actions that may be 

Windows events performed by yourself or the current program. For example, your 
computer may have a sound that plays when you start or quit Windows, 
or may beep if you press an incorrect key in a program. 


Because the sounds that you attach to events are specific to each user, 
you can have different sounds for the same action for different users. 
For example, you can have a different sound when Windows starts on 
the default user desktop than you have when it starts on the Manager 
desktop. 


1. Log on as the user whose settings you want to change. If you are 
logged on as a user you need to enter Maintenance Mode (see 
page 102). 


2. If you’re logged on as Manager, from the Start menu choose 
Settings and click on Control Panel. The ‘Control Panel’ window 
appears. 


If you’re in Maintenance Mode (in another user desktop), 
double-click on the Control Panel icon in the ‘Manager's Tools’ 
program group. 
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3. In the ‘Control Panel’ window, double-click on the Sounds icon. The 
‘Sounds Properties’ window appears: 


Sounds 


Sounds Properties 


xp Asterisk 
Close program 
i: Critical Stop 
Ye Default sound 
“be Exclamation 
Exit Windows 


4. Inthe Events list, use the mouse or keyboard to highlight the event 
you wish to change. Try Start Windows or Exit Windows ito begin 
with. 


5. From the Sound option, in the Name box, click in the drop-down list 
(click on the arrow to the right of the box to see the list) to highlight a 
sound you want to assign to the event. 


If you have recorded some sounds of your own you can use these. 
Click on the Browse... button and use the Look in: box on the 
‘Browse’ window to locate the folder which contains your sound files. 


6. Click on the play button in the Preview: option to hear the sound 
you have highlighted. 


7. When you have selected the sound of your choice, click on OK. 


Playing an audio You can play an ordinary audio CD on your Multimedia Window Box. 
cD 

To do this: 

1. Log on as Manager. 


2. From the Start menu, choose Programs, Accessories, Multimedia 
and click on CD Player. The ‘CD Player’ window appears. 
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CD Player 


The buttons on the right of the ‘CD Player’ window operate in the 
same way as the buttons on a hi-fi CD player. From left to right they 


are: 

Top row: 

e Play 

e Pause 

e Stop 

Bottom row: 

e Previous track 
e Skip backwards 
e Skip forwards 
e Next track 

e Eject 


3. Push the Eject button on the CD ROM drive to open the CD ROM 
drive and place your CD blank-side-down on the tray. Click on the 
Eject button on the ‘CD Player’ window, or push the CD ROM drive 
Eject button again to close the drawer. 


4. Click on the Play button. 


5. If you want to select a particular track, click on the Next track button 
until you find the track that you want to play. 


Or: 


If you want to specify individual tracks to play and/or the order that 
you want to play them, you can create a Play List. 
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a. From the Disc menu, click on Edit Play List. The 
‘CD Player: Disc Settings’ window appears: 


Track 1 

Track 2 

Track 3 Track 3 
Track 4 Track 4 


Track 5 Track 5 
Track 6 Track 6 
Track ? Track ? 
Track 8 Track 8 
Track 9 Track 9 
Track 10 Track 10 


Sennen sr sands 


b. Enter the name of the Artist and the Title of your CD in the 
boxes provided. 


c. Inthe Available Tracks box, click to select the track you want to 
add as the first track in your Play List, and then click on the Add. 


d. Repeat step c. for each track you want to add to the Play List. 


If you accidentally add the wrong track you can remove it from 
the Play List. To do this, click to select the track in the Play List 
box, and then click Remove. If you want to clear the default Play 
List, click on the Clear All button. Clicking on the Reset button 
makes the Play List match the contents of the Available Tracks 
box. 


Further information 
For more information about the ‘CD Player: Disc Settings’ window use the on-screen 
Help, or right-click on the window item and click on the What’s This? button. 


6. To stop playing your CD, click on the Stop button and eject your CD 
from the drive, by clicking on the Eject button. 


Note: 
Your CD continues to play even if you minimize CD Player. 
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You can play your CD through the sound adaptor using your system’s 
speakers or headphones. Alternatively, insert headphones or speakers 
directly into the speaker socket of the CD ROM drive. 


Understanding Microsoft Windows provides a capability known as ‘Object Linking and 

Object Linking and Embedding’. This capability allows a document written in one program 

Embedding (OLE) __ to include information that was created in other programs. For example, 
you can create a sound file using Sound Recorder and embed it into a 
document created by another program. 


Or, imagine a document written with Talking First Word that includes 
pictures drawn with Colour Magic and sound samples created with 
Sound Recorder. With a little imagination it is easy to create very 
striking documents. 


In this context, a picture or a sound sample is known as an object. 
Objects can be included in a document in two ways: 


e Embedding — a copy of the original is inserted into the document. 
The original can subsequently be changed or deleted without 
affecting the copy in the document. 


e Linking — a link to the original is established. Any changes made to 
the original will cause the same changes to appear in the document. 


Further Information 


For more information on Embedding and Linking see the Windows on-screen Help. 


Embedding sound This example explains how to embed a sound sample into a WordPad 
in a document document. 


1. Use WordPad to create some text. 
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Media Player 


2. From the menu bar choose Insert and click on Object.... The ‘Insert 
Object’ window appears: 


Insert Object 


Microsoft Excel 5.0 Worksheet 
Microsoft Excel Chart 


3. Scroll through the list until you find Wave Sound or Sound (one or 
the other is present) and click to select it. Click on the Create From 
File radio button and then click on the Browse... button to locate the 
folder that contains your sound file and click on Insert. 


4. Click on OK. 


5. A sound icon appears in your WordPad document — if you 
double-click on the icon you will hear your sound. 


It is also possible to use this method to insert sounds into 
Talking First Word (Red Level only). 


You can play media sequences, such as video clips, animation, and 
WAV and MIDI (Musical Instrument Digital Interface) sound files by 
using Media Player. 


You can embed Media Player in a document belonging to another 
program, such as a Talking First Word (Red Level) document, and use it 
to add multimedia sequences to your documents. 
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To do this: 


1. From the Start menu move the mouse over Programs, select 
Accessories, Multimedia and click on Media Player. You see the 
‘Media Player’ window. 


2. From the File menu, choose Open. In the Look in box, click on the 
file or device you want to embed to choose. Click on Open. 


e lf you are embedding an animation file or video file, use the 
slider to select a one frame from the file that represents a 
suitable icon for the file. 


3. From the Edit menu, click on Copy Object. 
4. From the File menu, click on Exit to close Media Player. 


5. Open the program and the document where you want to insert the 
media clip. 


6. From the program's Edit menu, click on Paste (or Paste Special — 
see note below). 


Paste Special 
Click on Paste Special to create a link (see page 141 to see what a ‘link’ is). 


Further Help. 
If the media clip won't insert properly into the program, refer to your program's 
on-screen Help for more information about using OLE objects. 
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Multimedia Tools summary 


This section is intended to be a brief description of each of the tools 
provided in the ‘Multimedia Tools’ folder. These tools are supplied as 
part of Windows. 


There may be other tools supplied with your sound adaptor. lf you want 
to know about these, read any documentation that may be provided with 
the sound adaptor (i.e. with your Multimedia or Sound Window Box) for 
information on how to use these tools. You may find that some of the 
tools do very similar jobs. Try them all and decide for yourself which you 
prefer to use. 


These are the Multimedia tools are supplied as standard with 
Windows 95. 


CD Player 
CD Player allows you to play audio compact discs from the CD ROM 
drive on your computer. 


Media Player 

You can use Media Player to play ordinary audio CDs and animation 
files. Media Player can also be used to create an embedded or linked 
object that is represented by an icon. This icon can then be inserted into 
a document. 


Sound Recorder 

Sound Recorder allows you to record sounds using an audio input 
device (microphone, tape recorder, etc.) and save them as *.WAV files, 
then edit and play them. You can change the mixer settings and the 
recording format from Sound Recorder. 
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Volume Control 


_ 


Users have a restricted volume control utility. There are more details on 
this on page 179. By default, the Manager also has this restricted 
volume control utility, but is able to access the Windows 95 volume 
control utility, which allows a number of settings to be changed. 


_ -_ 


Using the Windows 95 Volume Control utility 


As Manager, you have access to the Windows 95 Volume Control utility. 
) This can be used to control the volume and speaker balance when you 
; play audio files. In order to do this you must first: 
. 1. Logon as Manager. 
‘ Note: 

Changes made here apply to all users, not just Manager. 

: 

2. Click on Start, Programs, Accessories, Multimedia, then Volume 
’ Control. The ‘Volume Control’ window opens. 
‘ Volume Control 3. The main ‘Volume Control’ window appears and looks something 
® Window like this (the actual devices shown in your window will depend upon 

which device options are selected on your machine): 

; & ¥Yolume Control 
’ 
; 
; 
; 
J 
. 


lf your computer has more than one device (for example, a MIDI or 
Wave device), the ‘Volume Control’ window allows you to set a 
different volume for each device. You use the ‘Volume Control’ 
window to adjust the volume for recording and for voice commands, 
: as well as for setting the playback volume. 
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4. To adjust the playback volume: 
In the ‘Volume Control’ box, click on and move the Volume slider. 


5. If you want to change the balance between the left and right 
speakers, click on and move the Balance slider. 


Note: 
To turn the sound off, click to select the Mute all check box or select the Mute check 


box on the Volume slider. 


If you want to change or add to the devices shown in the ‘Volume 
Control’ window, or alter the Recording volume levels, you need to 
open the ‘Properties’ window. 


1. Inthe ‘Volume Control’ window, choose the Options menu, and 
click on Properties. The ‘Properties’ window, similar to the 
following, appears: 


Properties 


Mi Volume Control 
Mi Wave 
i MIDI 

“i CD 


2. Click the radio button next to Playback, Recording, or Other, and 
then make sure the check box next to the device you want is 
checked in the Show the following volume controls: box. 


3. Click on OK. 


Further help. 
If you need more information on how to adjust the volume for specific devices use 


the on-screen Help. 


- 


ae 


Using RM Window Box 


4. To adjust the playback volume: 
In the ‘Volume Control’ box, click on and move the Volume slider. 


5. If you want to change the balance between the left and right 
speakers, click on and move the Balance slider. 


Note: 
To turn the sound off, click to select the Mute all check box or select the Mute check 
box on the Volume slider. 


If you want to change or add to the devices shown in the ‘Volume 
Control’ window, or alter the Recording volume levels, you need to 
open the ‘Properties’ window. 


4. Inthe ‘Volume Control’ window, choose the Options menu, and 
click on Properties. The ‘Properties’ window, similar to the 
following, appears: 


Properties 


2. Click the radio button next to Playback, Recording, or Other, and 
then make sure the check box next to the device you want is 
checked in the Show the following volume controls: box. 


3. Click on OK. 


Further help. 
If you need more information on how to adjust the volume for specific devices use 
the on-screen Help. 
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Volume Control 


Users have a restricted volume control utility. There are more details on 
this on page 179. By default, the Manager also has this restricted 
volume control utility, but is able to access the Windows 95 volume 
control utility, which allows a number of settings to be changed. 


Using the Windows 95 Volume Control utility 


Volume Control 
Window 


As Manager, you have access to the Windows 95 Volume Control utility. 
This can be used to control the volume and speaker balance when you 
play audio files. In order to do this you must first: 


1. Log on as Manager. 


Note: 


Changes made here apply to all users, not just Manager. 


2. Click on Start, Programs, Accessories, Multimedia, then Volume 
Control. The ‘Volume Control’ window opens. 


3. The main ‘Volume Control’ window appears and looks something 
like this (the actual devices shown in your window will depend upon 
which device options are selected on your machine): 


If your computer has more than one device (for example, a MIDI or 
Wave device), the “Volume Control’ window allows you to set a 
different volume for each device. You use the ‘Volume Control’ 
window to adjust the volume for recording and for voice commands, 
as well as for setting the playback volume. 
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4. To adjust the playback volume: 
In the ‘Volume Control’ box, click on and move the Volume slider. 


5. If you want to change the balance between the left and right 
speakers, click on and move the Balance slider. 


Note: 
To turn the sound off, click to select the Mute all check box or select the Mute check 
box on the Volume slider. 


If you want to change or add to the devices shown in the ‘Volume 
Control’ window, or alter the Recording volume levels, you need to 
open the ‘Properties’ window. 


4. Inthe ‘Volume Control’ window, choose the Options menu, and 
click on Properties. The ‘Properties’ window, similar to the 
following, appears: 


Properties 


2. Click the radio button next to Playback, Recording, or Other, and 
then make sure the check box next to the device you want is 
checked in the Show the following volume controls: box. 


3. Click on OK. 


Further help. 
If you need more information on how to adjust the volume for specific devices use 
the on-screen Help. 
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. Hints 
. No sound 
If you are playing a CD or reproducing sound from the Sound Recorder, 
" but can hear nothing, perform these checks. 
; e Check the cable connections. 
) 
. For example, you may be listening to the speakers, but have the 
. headphones plugged in instead of the speakers. 


e Check the volume settings. 
e Check the speakers. 


Remember that the output from the ‘line out’ socket on the sound 

adaptor must be amplified to be heard: if your speakers don’t have 

" batteries fitted, or if they’re flat, or if the low-voltage power supply is 
connected, but not switched on — you won’t hear anything. 

’ Error messages when using the CD ROM drive 

; Error messages such as ‘The working drive is invalid’ or ‘Cannot read 

from drive D:’ are often the result of a program attempting to use the 

CD ROM drive when there is no CD ROM or audio CD in the tray, or 

when the program is started too quickly after inserting the CD. 
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Chapter 8 
RM SchoolShare 


This chapter describes RM SchoolShare. RM SchoolShare is available 
on computers running RM ClassMate version 3 (or later). 


If you are not currently using RM SchoolShare or do not wish to enable 
it now, you can skip this chapter. 


’ What is RM SchoolShare? 


RM SchoolShare is a program which makes it easy to link your 
computers together so that you can: 


e Share access to a printer between a number of computers. 
e Share access to the /nternet between a number of computers. 


RM SchoolShare is straightforward to use and requires very little time to 
set up and manage. 


RM SchoolShare does not enable you to do other resource sharing 
tasks. Specifically RM SchoolShare does not enable you to: 


e Share files between computers. For example, files on one 
computer's hard disk cannot be accessed by other computers in the 
RM SchoolShare System. 


e Share programs between computers. For example, a program that is 
installed on one computer's hard disk cannot be accessed by other 
computers in the RM SchoolShare System. 


e Share CD ROMs between computers. For example, a CD ROM that 
is being used by one computer cannot be accessed by other 
computers in the RM SchoolShare System. To access the CD ROM, 
each computer must have the CD ROM resident in its CD ROM 
drive. 


Note: 
It is possible to disable part of the RM SchoolShare System and enable the tasks 


listed above. However, you would need an in-depth technical understanding of how 
Windows 95 works and would also need enough time each day to manage such a 
system. If you wish to do this, contact RM Support for more information. 
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If you are not already using RM SchoolShare, and wish to use it, contact 
the RM Sales Desk and ask for an RM SchoolShare Guide. This Guide 
includes useful information on how to plan and build an 

RM SchoolShare System, as well as giving comprehensive ordering 
advice. 


Requirements 1. Before you start you must have set up your computers as 
standalone computers by following the instructions in Chapter 1 of 
this guide. Ensure that your computers are working correctly before 
continuing. 


2. If you upgraded your computers to RM ClassMate version 3 (or 
later), you need to ensure that each computer on which you will 
enable RM SchoolShare meets the requirements (see Note* below) 
in the Upgrade Note, for example the computer must have an 
Ethernet card installed and be configured appropriately. Refer to the 
Upgrade Note for further information. 


Note* 


All Window Box computers version 6.5 or later will have fulfilled these 
requirements. If you are in any doubt, contact RM Support. 


3. The next step is to ensure that the computers are cabled together. If 
you are in any doubt and are using RM Network Infrastructure 
Services (NIS - the cabling team at RM), refer to the instructions that 
have been provided. If you are not using NIS, you should contact 
your cabling supplier. 


4. Ifyou intend to set up shared access to the Internet across your 
RM SchoolShare System, you need the following: 


e An Internet Service Provider (ISP), an ISDN line (or leased line) 
and have set up a router. While you can use any ISP you want, 
RM Internet For Learning (IFL) is designed specially for use in 
schools. Contact the RM Sales Desk if you need more 
information. 


e |f you are using RM Internet For Learning (IFL) as your /SP, you 
will need the RM SchoolShare IFL Internet Details Disk included 
in the RM SchoolShare IFL Connection Pack. 
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e If you do not use IFL, you will need some information from your 
ISP. Ask your ISP for the following information: 


e The range of your /P addresses (specifically the first and last 
available address). 


e The subnet mask of your IP addresses. 

e The IP address of your router. 

e Your Internet domain name (if you have one). 
e The IP address of each DNS server. 


e Each domain name suffix (if relevant). 


For further information about this, contact your ISP. 


Note 
You do not have to set up shared Internet access now: 


If you do not have your RM SchoolShare IFL Internet Details Disk or the required 
information from your /SP, or you do not wish to set up Internet access now, you can 
set it up at a later date. 


You now need to enable RM SchoolShare on each of your computers 
by following the instructions in Enabling RM SchoolShare below. 


Once your computers are set up for RM SchoolShare, you will need to 
learn how to use it. The rest of this chapter gives information about 
using RM SchoolShare. 


Enabling RM SchoolShare 


This section describes how to enable RM SchoolShare on a computer. 
You need to carry out the procedures on each computer that you want 
to be in the RM SchoolShare System. 


To enable 1. Any computers on which you have already enabled 
RM SchoolShare RM SchoolShare must be switched on and at the Logon screen (do 
not switch on any other computers in the RM SchoolShare System). 


2. Switch on the computer on which you want to enable 
RM SchoolShare, and log on as Manager. 


151 


Using RM Window Box 


Note 

If this is the first computer on which you are enabling RM SchoolShare, we 
recommend you check that the time and date of the computer are correct. For help 
with this, refer to page 178. 


3. From the Start menu, move the mouse over Programs, select 
RM SchoolShare, and click on RM SchoolShare Setup. 


4. The first window of the RM SchoolShare Setup wizard appears. 


Share Setup 


5. Follow the wizard by answering the questions and clicking on the 
Next button to continue. The Back button takes you to the previous 
window. Make sure that you read the on-screen instructions 
carefully before answering the questions. The following notes will 
help you to answer the questions. 


Chapter 8 RM SchoolShare 


Notes on using the RM SchoolShare Setup wizard 


e If you see the following window: 


(RA SchoolShare Setup 


If this is the first computer on which you are enabling 
RM SchoolShare, click on Yes. 


If you have already enabled RM SchoolShare on any of your other 
computers, click on No. The wizard will guide you to check that your 
computers are connected together properly. 


e When you are asked if you access the Internet via an ISDN or 
leased line router: 
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e |f you have set up an Internet connection via a router, and you 
have arranged Internet access with IFL or another ISP, click on 
Yes. 


e [If you do not have a router and an ISP, click on No. 


If you have access to the Internet and use IFL, you will be prompted 
to insert the RM SchoolShare IFL Internet Details Disk (that you 
received in your IFL Connection Pack) into the computer's floppy 
drive. 


Note: 
If you do not use IFL, you will need advice from your ISP (see page 151). There 


are some windows you will need to follow and type in the information they have 
given you. 


When you see the window: 


SchoolS hare Setup 


Click on Yes if you want this computer to have shared access to the 
Internet. Note that even though you have shared Internet access, 
not all of your computers need to have access to the Internet if you 
do not want them to. 


Each computer that accesses the Internet needs to have a unique 
identifier (known as an /P address) which you obtain from your ISP. 
You may have fewer IP addresses than compuiers, and in this case 
you need to decide which computers will have access to the 
Internet. 


a —— 


——_—_ 
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Note 
If you are enabling RM SchoolShare on an Internet Window Box (which has a 


modem) and want to continue to access the Internet via the modem, click on No. 
If you want your Internet Window Box to access the Internet via the RM SchoolShare 
System and the router (instead of the modem), click on Yes. 


e Choose the name of the group that the computer will belong to. 


What is a group? 

A group is a collection of RM SchoolShare computers that are linked together in 
order to share a printer that is attached to a computer in the group. You can set 
up a printer on a computer later on. Make sure that all computers that will share 
the same printer are in the same group. 


You can type in a new group name of your choice of up to 15 
characters, or choose a group name that we have suggested for 
you. To choose a group name, simply click on it. 


If you have a small RM SchoolShare System, comprising (for 
example) three or four computers, you will probably want all of the 
computers to be in the same group so that they all use the same 
printer. 


You only need to put a computer into a new group if you want the 
computer to use a different printer to other computers. 
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e Choose a name for the computer. This name must be unique (it 
cannot be the same as any of your other computers) and can be up 
to 15 characters (including spaces). You can type in a new name or 
choose a name that has been suggested for you. To choose a 
name, simply click on it. 


(RA SchoolShare Setup 


HAMSTER 
RABBIT 


To see names that have already been used, click on the Used 
Names button. 


e Atthe final window (see below) click on the Finish button to end the 
wizard. 


RM S choolShare Setup 


A 'Please Wait' window is displayed for a minute or so, while some 
files are backed up. 
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When the wizard has finished, you will see the following window: 


You are asked if you want to restart the computer. You need to do 
this for the changes you have just made to take effect; click on the 
Yes button. If you have any other programs running, you may be 
asked if you want to save any changes before the computer restarts. 
If you used a floppy disk, remove it from the floppy drive before the 
computer restarts. 


Note: 
If it is inconvenient to restart the computer now, you can click on the No button. 
However, you must restart the computer for the changes to take effect. 


If this is the first time you have run the wizard on this computer and 
you have previously set up a printer on this computer, when you 
restart the computer, log on at the computer as Manager. The 
following window appears: 


RM Printer 5 etup 


lf you want other computers on the RM SchoolShare System to be 
able to print to this printer, click on the small white box. You can 
then choose to set this printer as the default printer by clicking on 
the lower white box. Setting up printers is described later on in this 
chapter. 


Click on the Continue button to continue logging on. (Note that the 
above window willl appear for every printer set up on this computer.) 


You have now successfully enabled RM SchoolShare on this computer. 


EET NAR 
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lf you have other computers that you want to set up on the 

RM SchoolShare System, repeat the procedure on each of the 
computers in turn. The procedure should be simpler than the first time, 
as you may already have set up some of the options (for example 
Internet access and group names). 


RM SchoolShare users' desktops 


The desktops for your users change slightly to show that you have 
enabled RM SchoolShare on the computer. 


To check At a computer on which you have enabled RM SchoolShare, log on as 
information about _ one of your users, The following is an example of a default user's 


the computer desktop: 


Microsoft Music Explorer Resource ecision Tree Information © AM Starting 
Publisher Library Plus ‘Workshop Graph 


ay 
a 


RM Colour = = RM Talking itst Workshop 
Magic First Word 


Roamerworld Roamerworld Roamerworld 
Journeys Routes 


The name box in the title bar at the top of the user's desktop shows the 
user name and computer name. In the above example it is ‘Junior on 


BLUE’. 
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Double-click on the name box and you will see a window similar to the 
following: 


This window shows: 

e The name of the user you have logged on as. 

e The name of this computer. 

e The name of the group that this computer belongs to. 


e That RM SchoolShare has been enabled on this computer. 


Changing the computer's details 


To change the 
computer's details 


At a later date you may wish to change the details about the computer. 
For example: 


e The name of the computer or the group to which it belongs. 


e The Internet details. For example, if you didn't have shared Internet 
access before, but have it now, or if you have acquired more 
IP addresses for your computers. 


e Whether the computer can access the Internet or not. 


For example, you may wish to move a computer called Cat from the 
Animals group to the Shapes group with a new computer name of 
Circle. 


1. All computers on which you have already enabled RM SchoolShare 
must be switched on and at the Logon screen (do not switch on any 
other computers in the RM SchoolShare System). 
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2. Goto the computer that you want to change, and log on as 
Manager. 


3. Start the RM SchoolShare Setup wizard. From the Start menu, 
move the mouse over Programs, select RM SchoolShare, and 
click on RM SchoolShare Setup. 


4. Atthe following window, click on the Next button to continue. 


Li) SchoolShare Setup 


5. Choose the modification you wish to make by clicking on the 
appropriate radio button: 
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| Note: You will see the bottom option only if you have already set up a connection 


to the Internet. Choose this option to give an additional computer access to the 
Internet (or to not have Internet access). 


6. Follow the wizard by answering the questions, and selecting new 
details for the computer. For help on this, see the section Notes on 
using the RM SchoolShare Setup wizard on page 153. 


Setting up printers 


Groups When you followed the instructions to enable RM SchoolShare, you set 
up each of your computers to belong to a group. 


A group is a collection of RM SchoolShare computers that are linked 
together in order to share a printer that is attached to one of the 
computers in the group. You may have more than one computer with a 
printer attached to it in a group. You also may have more than one 
group set up on your RM SchoolShare System. 


The important things to remember are that: 


e Computers in a group can only use printers attached to computers in 
the same group. 


e All computers in the same group have the same default printer. 


To set upa printer To set up a printer in a group, follow the procedure for configuring a 
in a group printer starting on page 50. 


To access a shared printer from other computers in the same group: 


e The other computers in the group will automatically detect the 
shared printer. You do not need to do anything to these computers. 


e The computer with the shared printer attached needs to be switched 
on and the printer also needs to be switched on, in order for other 
computers to access it. 


e lfashared printer is added while users are using the 
RM SchoolShare System, the users will need to log off and log on 
again in order to access the new printer. 


The procedure starting on page 50 lets you set up the printer to be the 
default printer. lf you have more than one printer set up in a group, you 
may wish to change the default printer at a later date. This is described 
below. 
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To change the 1. Goto any of the computers in the group which has the printer set up 
default printer and log on as Manager. 


2. Atthe Manager's desktop, double-click on the RM Printer Setup 
folder to open it. 


3. From the folder, double-click on the Change Default Printer icon. A 
window similar to the following appears: 


Change 


Default Printer 
RM Printer Setup 


Canon BubbleJet BIC-600e an HAMSTER 


4. From the list, click on the printer that you wish to be the default 
printer, this highlights the printer. Now click on the OK button. 


The default printer is the printer that will be used automatically by all of 
the computers in the group. If you only have one printer set up in the 
group, this printer is automatically selected as the default printer. 


To 'unshare' a lf you have set up a shared printer (a printer that can be printed to by 
shared printer more than one computer in a group) and want to 'unshare' it so that it 
can be accessed by the computer to which it is attached only: 


1. Follow the instructions Configuring the computer for your printer, 
starting on page 51. At step 3, when prompted click on the Yes 
button. 


2. When you see the window: 


RM Printer Setup 


Click on the No button. 
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To share an 
‘unshared’ printer 


If you have set up a printer that can be accessed by the computer to 
which it is attached only, and want to share it (So that it can be printed to 
by other computers in the group): 


1. Follow the instructions Configuring the computer for your printer, 
starting on page 51. At step 3, when prompted click on the Yes 
button. 


2. When you see the window: 


Click on the Yes button. 


Accessing the Internet 


To access the 
Internet 


If you have set up RM SchoolShare for shared Internet access, this 
section describes how to access the Internet from your computers. 


lf you have not set up your computers to share access to the Internet 
and you wish to do so, you will need to run the RM SchoolShare Setup 
wizard again and specify details about your Internet connection, as 
described earlier in this chapter. Make sure that you first read the 
Requirements section on page 150. 


Note: 


Internet access is not affected by the group the computer belongs to. 


The 'Internet' user has a desktop that allows the Internet software to be 
accessed. 


To log on as the Internet user: 


e Atthe Logon screen, type INTERNET. The default password is 
CHOOSEME - we recommend that the Manager changes this as 
soon as it is convenient. (For more information about logging on and 
changing passwords, see the relevant chapters in this guide.) 


Once you have logged on, a warning appears, informing you that pupils 
should only use the Internet under supervision. Click on the OK button 
to clear this. 
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The desktop for the Internet user appears, with 'The Internet' icon. You’re 
now ready to make a connection to the Internet. Double-click on The 
Internet icon. 


When you are connected, the first page you see is called your 
Start Page. 


This software is called a browser. It enables you to navigate your way around the 
Internet. For information about the browser, refer to the browser's on-line help. 


If you wish, you can add further programs to the Internet user's desktop. 
To do this follow the instructions in Chapter 5 Managing Users and 
Using ClassMate Manager. 


To make an additional user that can access the Internet, use ClassMate 
Manager to make a copy of the Internet user (use the Copy User 
command and specify a new name and password). 


Using an Internet Window Box on RM SchoolShare 


You can attach an Internet Window Box to the RM SchoolShare System 
in order to share printers and to share access to the Internet. 


The computer requirements are exactly the same as attaching an 
ordinary computer to the RM SchoolShare System, as outlined in 
Requirements on page 150. If these requirements are fulfilled, you can 
enable RM SchoolShare on the computer as described earlier in this 


chapter. 
Shared printing If you set up an Internet Window Box on the RM SchoolShare System in 
only order to share printers only (i.e. not to share Internet access) the other 


computers in the RM SchoolShare System cannot access the Internet 
via the Internet Window Box. You can continue to access the Internet 
from the Internet Window Box, via the modem. 


Shared printing If you set up an Internet Window Box on the RM SchoolShare System in 
and shared order to share printers and to share access to the Internet, you can no 
Internet access longer access the Internet via the modem. 


Once you have enabled RM SchoolShare on the Internet Window Box, 
to access the Internet, log on as the 'Internet' user as described on 
page 163. 


We recommend that you leave the modem installed on the Internet 


Window Box. However, if you want to remove the modem to use it 
elsewhere, we advise you to contact RM Support for help with this. 
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Removing RM SchoolShare from a computer 


Important: 
If (for example) you wish to take an RM SchoolShare computer home for the 


weekend, with the intention of returning it to the RM SchoolShare System on 
Monday, simply remove the network cable from the computer and take it home. To 
return the computer to RM SchoolShare, simply reconnect the same network cable. 


You may wish to permanently remove RM SchoolShare from one or 
more of your computers in order to use the computer as a standalone 
computer. 


To permanently remove the computer from the RM SchoolShare 
System you must first disable RM SchoolShare on the computer and 
then physically remove the computer from the RM SchoolShare System, 
as described below. 


To disable 1. Go to the computer on which you want to disable RM SchoolShare, 
RM SchoolShare and log on as Manager. 


2. From the Manager's desktop, from the Start menu, move the mouse 
over Programs, select RM SchoolShare, and click on 
RM SchoolShare Disable. 


3. At the following window, click on the Next button to continue. 


Using RM Window Box 


4. 


Click on the Finish button to disable RM SchoolShare. 


RH SchoolShare Se 


You are asked if you want to restart the computer. You need to do 
this for the changes you have just made to take effect; click on the 
Yes button. If you have any other programs running, you may be 
asked if you want to save any changes before the computer restarts. 


Note: 


If itis inconvenient to restart the computer now, you can click on the No button. 
However, you must restart the computer for the changes to take effect. 


The next step is to physically remove the cables that connect the 
computer to the RM SchoolShare System. If you need help with this, 
refer to your cabling instructions or contact your cabling supplier. 


Appendix A 
Accessibility Options 


Computers are effective teaching aids and can be especially useful 
learning tools for teaching children with special educational needs. You 
can use the computer to give them access to the curriculum, and to instil 
them with confidence in their abilities. 


The range of software that Window Box provides is selected to meet 
National Curriculum requirements for IT and other subject areas. Many 
pupils with special educational needs can use this system without any 
changes, and in some cases the software is specifically designed to meet 
the needs of students with different levels of ability. Talking First Word, for 
example, has four different levels of access. This allows some pupils with 
special educational needs to use the standard resources that their peers 
are using. 


Some students with special educational needs require specific resources 
such as specialised software or equipment. Other students can make use 
of widely available resources, such as Concept Keyboards and 
touch-windows. Some siudenits are able to use a standard computer with 
a specially configured desktop. 


Window Box includes the Windows 95 ‘Accessibility Options’. This is a 
range of adaptations and settings for users with special needs. 


e You can change features of your display, such as replacing sounds 
with visual clues. 


e You can use sound to call attention to keyboard actions. 
e You can alter mouse and keyboard actions. 
e You can configure the system to use alternative input devices. 


You can use the ClassMate Manager utility to create different users, 
distribute selected sets of software and provide a clear and simple screen 
display (see Chapter 5 for more information) in order to make it easier for 
students with special needs to use the computer. You can also further 
customise the individual user's desktops using the Accessibility Options. 
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Accessibility Options 
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To change the 
Accessibility 
. Options 
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Options 
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1. Log on as the user that needs the Accessibility Options changed, and 
open Maintenance Mode (see page 102). 


2. From the Manager’s Tools window, double-click on the Conirol Panel 
icon. The ‘Control Panel’ window appears. 


3. Click on the Accessibility Options icon to open the ‘Accessibility 
Properties’ window. 


Click on the tab to open the page that contains the option(s) that you 
want to change or select. (These options are summarised in the 
following pages.) Either click to place or remove a tick in the check 
box to activate / de-activate the required option. 


e Ifthere is a Settings button for the option that you have just 
selected, click it, and make any necessary changes. 


5. Click on Apply. 

Click on the close button to close the ‘Control Panel’ window. 

7. Right-click on the title bar and click on Exit Maintenance Mode. 
8. Click on Finish. 


The ‘Accessibility Properties’ window has five different tabs. Open the 
required tab clicking on it. The five tabs are: 


e Keyboard 
e Sound 

e Display 

e Mouse 

e General 
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The Keyboard tab 


You can use the Keyboard options to make the keyboard easier to use. 


Three different options are available on the Keyboard tab. 


Accessibility Properties 


StickyKeys 


StickyKeys is designed to help computer users who find it difficult to press 
two keys at the same time. 


StickyKeys keeps the <Ctrl>, <Alt>, and <Shift> keys active once you 
have pressed them, until the next time you press a key other than <Cirl>, 
<Alt>, or <Shift>. 


For example, to type a capital letter (with StickyKeys enabled), press the 
<Shift> key, release it, and then press the desired letter. The capital letter 
appears and the next letter you type reverts to lower case as the <Shift> 
key is no longer active. 


FilterKeys 

FilterKeys lets you set an options to: 

e Ignore repeated keystrokes. 

e Slow down the repeat rate for a key that is pressed and held down. 


e Adjust the length of time a key needs to be held down before it 
registers. 


Using RM Window Box _ | | 


This option is very helpful for computer users who find it difficult to make 
quick finger movements or for those with a tremor who may briefly press ( 
the wrong key. You can also select an option for a beep to sound when a 
key had been pressed and accepted. ( 


ToggleKeys 


ToggleKeys tells the computer to play a high pitched beep when the 
<Num Lock>, <Caps Lock>, or <Scroll Lock> keys are pressed and made 
active and another lower pitched beep when the keys are pressed again 
to deactivate them. 


The Sound tab 


if SoundSentry is set, then a visual warning appears whenever Window __, 
Box makes a sound. 


When a sound is played on the system’s built-in speaker, any of the ( 
following screen items can be made to flash, to substitute for a sound: 
e the active caption bar 

e the active window 

e the desktop 

When you are using a full-screen program, you can choose to have these | 
items flash when a sound is played: 
e the characters 


e the border 
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e the display 


\ The Display tab You can select a high-contrast colour scheme to increase legibility. The 
Settings option lets you choose from a selection of pre-set colour 
schemes, or you can design your own colour scheme to make reading 
easier. 


' Accessibility Properties 


——— 
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The Mouse tab 


Mouse settings in 
Control Panel 


Mouse 


The General tab 


The Mouse option allows you to use the keypad to perform the mouse 
functions of click, double-click and drag. 


Through the Control Panel, you can change: 
e The functions of the left and right buttons. 
e The double-click speed. 

e The pointer type and size. 

e The pointer speed. 


Click on Start, Settings, Control Panel, then double-click on the Mouse 
icon, and have a look at each tab to see what you can change. 


Window Box can be set to switch off the accessibility options if left unused 
for a definable period of time. 


Support SerialKey devices allows you to attach an alternative input 
device instead of the keyboard or mouse. 


Accessibility Properties 
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The Mouse tab The Mouse option allows you to use the keypad to perform the mouse 
functions of click, double-click and drag. 


Mouse settings in Through the Control Panel, you can change: 
Control Panel 
e The functions of the left and right buttons. 


e The double-click speed. 


The pointer type and size. 
e The pointer speed. 


Click on Start, Settings, Control Panel, then double-click on the Mouse 
icon, and have a look at each tab to see what you can change. 


The General tab Window Box can be set to switch off the accessibility options if left unused 
for a definable period of time. 


Support SerialKey devices allows you to attach an alternative input 
device instead of the keyboard or mouse. 


| Accessibility Properties 
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The Mouse tab The Mouse option allows you to use the keypad to perform the mouse 
functions of click, double-click and drag. 


Mouse settings in | Through the Control Panel, you can change: 
Control Panel 
e The functions of the left and right buttons. 
e The double-click speed. 
e The pointer type and size. 


e The pointer speed. 


Click on Start, Settings, Control Panel, then double-click on the Mouse 
icon, and have a look at each tab to see what you can change. 


Mouse 


The General tab Window Box can be set to switch off the accessibility options if left unused 
for a definable period of time. 


Support SerialKey devices allows you to attach an alternative input 
device instead of the keyboard or mouse. 


Accessibility Properties 
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Appendix B 


The Default User’s Window Box Programs 


The programs that are described in this section are available to the default 
non-Manager user(s). 


Please be aware of the issues discussed on page vii, as you may decide 
to make Paint and WordPad unavailable to most users. 


Details of the additional user’s programs supplied on your Window Box 
can be found in the binder(s) Using the Programs. 
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Calculator 


Calculator is a Windows program that provides a simple calculator for 


ae quick sums, or a scientific calculator for more complicated work. 


The first time you double-click on this icon, the calculator is a standard 
four-function calculator. To change to the scientific calculator, click on 
View, and then Scientific. You can enter numbers by clicking on the 
buttons with the mouse, or by pressing the number keys on the keyboard. 


= Using the Keypad 


If you want to use the number keys on the keypad, the green Num Lock light must be on. 
Press the <Num Lock> key to turn the Num Lock light on or off. 


Using Calculator You can copy the number displayed on the Calculator to other Windows 
with other programs using the ‘Copy’ command from the Calculator’s ‘Edit’ menu. 
programs This copies the display into the Clipboard. You can also copy a number 


from another program into the Calculator using the ‘Paste’ command from 
the Calculator’s ‘Edit’ menu. 


Exit from Calculator like any other Windows program: 


How to Exit 


1. Move the mouse so that the arrow pointer is over the close button in 
the top right-hand corner of the window. 


2. Click the left-hand mouse button. 

More information For more information about Calculator: 
1. Click on the Help entry on Calculator’s menu bar. 
2. Click on Help Topics. 


3. Move the pointer over a topic you wish to know more about, and click 
once. 


4. To exit from help at any stage, click on the close button in the top right 
of the help screen. 
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Choose Overlay’ 


Choose Overlay 


" 
How to exit 


' 


A Concept Keyboard is a flat, rectangular board, with a grid of 
pressure-sensitive areas. During operation, the board is covered with a 
paper sheet with a number of pictures or grids, called an overlay. 


This program sets up your Concept Keyboard (if you have one) to 
understand a particular overlay. 


When you double-click the Choose Overlay icon, you see a list of the 
overlay files. Double-click on the name of the overlay file which matches 
the paper overlay on the Concept Keyboard. 


To make selecting the correct overlay file easier, write the name of the 
overlay file on any paper overlays you create or receive with Concept 
Keyboard programs. The example overlays included with the Window Box 
computer have the following associated overlay files: 


BAT.OVR, IAM.OVR, SATURDAY.OVR, and SEA.OVR 


Also, if you have an A4 Concept Keyboard, make sure you have the 
correct paper overlay on the Concept Keyboard. There are two types of 
A4 Concept Keyboard (serial and parallel) and the paper overlays are not 
interchangeable: 


Active area 


Serial A4 Parallel A4 


If you don’t wish to select an overlay, after you have double-clicked on the 
Choose Overlay icon, click on the Cancel button. 


When you have finished using the overlay, right-click on the overlay 
button on the taskbar, then select Close from the menu that appears next 
to the icon. 


Setting up a Concept Keyboard? 


For information on where to find details on setting up a Concept keyboard, please refer to 
page 55. 


1 Choose Overlay is not present on RM Window Box Compact. 


Notepad 


Notepad is a simple text editor and is useful for writing quick notes. It is 
not a proper word processor, as it does not let you change the font (shape 
Notepad of the letters) or size of the letters. You can search for a particular word, 
but you cannot replace words automatically. 


Using Notepad 
with other You can copy and paste text to and from Notepad using the ‘Cut’, ‘Copy’ 
programs and ‘Paste’ options in the ‘Edit’ menu. 


If you copy text from a word processor, any special text (such as bold or 
italic) will lose its special appearance in the Notepad file. 


Exit from Notepad like any other Windows program: 


1. Move the mouse so that the arrow pointer is over the close button in 
the top right-hand corner of the window. 


2. Click the left-hand mouse button. 

More information For more information about Notepad: 
1. Click on the Help entry on Notepad’s menu bar. 
2. Click on Help Topics. 


3. Move the pointer over a topic you wish to know more about, and click 
once. 


4. To exit from help at any stage, click on the close button in the top right 
of the help screen. 
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, Paint 


Caution: aa 
If you intend to allow users access to this program, please read the note on page vii. 


, Paint is a Windows painting program that allows you to create, alter, load 

3 and save colour pictures. Paint gives you a set of tools to draw straight 

] lines, circles, rectangles and freehand shapes in a variety of line widths 
and colours. Paint also provides airbrush and flood tools. You can zoom in 

=) to change the picture dot-by-dot. 


_ Using Paint with You can copy all or part of Paint pictures to the Windows Clipboard, using 
® other programs the Select tools: 


> 

=) 

- and the ‘Copy’ command from the ‘Edit’ menu. You can then paste the 
picture into many other Windows programs. For example, you can insert 

q Paint pictures into stories written using Talking First Word. 

« 

| How to Exit 

» 

~! Exit from Paint like any other Windows program: 

=) 1. Move the mouse so that the arrow pointer is over the close button in 

| the top right-hand corner of the window, to the left of the program 

~ name. 

od 
2. Click the left-hand mouse button. 

» 

| ‘ 

- More information 1. Click on the Help Topics entry on Paint’s menu bar. 

“ 2. To exit from help at any stage, click on the close button in the top right 

of the help screen. 

’ 

: 

. 

y 
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RM Time 


There is an electronic clock inside your computer which continues running 
even when the computer is switched off. The current computer time is 
displayed at the top of the screen. This time cannot be changed by the 

user. | 


Resetting the time or date: 
If you log on as Manager, you'll see the time displayed on the taskbar - this gives you 
access to the ‘Date/Time Properties’. To gain this access: 


1. Right-click over the time on the taskbar. A menu appears. 
If you can’t see the time, right-click on the taskbar, left-click on Properties, and 
ensure that the Show Clock box is checked. 


Click on Adjust Date / Time. 


To change the time or date, move the pointer over the relevant box, click over the 
digit you wish to change, then type in the new digit. 


Click on Apply. 


Exit from Clock like any other Windows program: 
Move the mouse so that the arrow pointer is over the close button in the top 
right-hand corner of the window. 


Click the left-hand mouse button. 


a 
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: 
RM Volume Control 


Users may adjust the volume on their computers with the RM Volume 


’ Control utility. This utility is provided instead of the Windows 95 volume 
control utility, because with RM Volume Control, users are restricted to 
’ adjusting the volume control only, and are prevented from making the 


numerous other adjustments (such as changing the Wave, MIDI, CD and 
Line-In balances). 


Volume Control is not user-specific; if one user sets the volume ata 
particular level, then logs off, another user logging on later will receive the 
same settings. 


The ‘RM Volume Control’ dialog box is shown in the margin; you may 
change the volume by clicking on the buttons to the right, or by sliding the 
scale. The Mute box, when checked, switches off the sound output 
altogether. 


=e” 


To adjust the audio properties other than the volume control: 
Ensure that you are logged on as Manager. 


Click Start, Settings, Control Panel. 


oe 


Double-click Multimedia; on the Audio tab, check the Show volume control on the 
taskbar box, then click Apply. 


Right-click on the Volume symbol that has just appeared in the taskbar. On the menu 
that appears, click on Volume Controls. 


Make the required changes, and close down the window. 


Repeat steps 1 and 2, but this time uncheck the Show volume control on the 
taskbar box. 


“2 ‘a 
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Run IBM Disk 


Run IBM Disk allows you to run [BM-compatible MS-DOS programs from 
a floppy disk that has been prepared using ‘Setup floppy disk’ (see 
page 100). 


1. Insert a disk into the floppy disk drive with an IBM-compatible program 
that has been prepared using ‘Setup floppy disk’. 


2. Double-click on the Run IBM Disk icon. You see the window: 


un IB! Disk 


3. Click on the OK button. The program runs, and when you quif it, you 
will return to your desktop. 


e If you see: 


Then you need to run ‘Setup floppy disk’ on the floppy disk 
currently in the drive. Click on the OK button, then Cancel. Now 
run 'Setup floppy disk' by following the instructions on page 100. 


J 
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Caution: 


If you intend to allow users access to this program, please read the note on page vii. 


WordPad is a simple word processor. It is more powerful than Notepad, 
but not as powerful as Talking First Word. 


You can type in different fonts and sizes, and you can search for specific 
words, and replace them with others, if desired. You can also adjust the 
layout of paragraphs, and use headers and footers. 


WordPad also lets you type italic, bold, and underlined text, in any 
combination. It ets you write in Superscript and subscript 


You can centre your text automatically 


or you can align the margins by justifying the text. 


| You can also paste pictures tables and charts from other Windows 
programs. 


Exit from WordPad like any other Windows program: 


: 1. Move the mouse so that the arrow pointer is over the close button in 
the top right-hand corner of the window. 


2. Click the left-hand mouse button. 


More information 1. Click on the Help entry on WordPad’s menu bar. 
about WordPad 


Click on Help Topics. 


3. To exit from help at any stage, click on the close button in the top right 
of the help screen. 
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Installing Non-Windows Software 


Installing a : 
Non-Windows warning 
Program If you plan to add a non-Windows program to your Resource Cupboard and distribute it to 


your users, it is important to remember that many MS-DOS programs allow users to have 
unrestricted access to all files and folders on your hard disk. This could be used to 
circumvent the computer's security. 


This section describes how to install MS-DOS programs from one or more 3 
floppy disks onto the hard disk (drive C:). 


The program may be /BM-compatible, or it may have been written for the 
RM PC-186. 


PC-186 programs: 

If you want to install and use PC-186 programs, please contact RM Support. 

The processor in a Window Box computer is much faster than the processor in a PC-186 
computer. This means that some PC-186 programs may run too quickly to be used 


properly. 


The process is more involved than for Windows programs because 
MS-DOS programs do not automatically create new icons or menu entries, 
so this has to be done manually. 


Follow the steps below to install an IBM-compatible program. 


Installing an IBM-compatible program 


Note: Before installing a program, we recommend that you back up the computer's key 


system files by following the procedure on page 63. 


To install an IBM-compatible program onto your hard disk: 


1. Log on as Manager. 
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2. Double-click on the Add/Remove Programs icon on your desktop. 


Or , 
From the Start menu, move the mouse over Settings and click on ( 
Control Panel. The Control Panel window appears. Double-click on the 
Add/Remove Programs icon. ( 
{ 


Accessibilty AddNew Add/Remove Date/Time Display 


Options Hardware Programs 
E ewes Tas, of : f 
- . i é cH q : a : . 
Keyboard Modems Mouse Multimedia Network 
f 
o : | 
Passwords Regional Sounds System é 
Settings : ‘ 
f 
Add/Remove AddjRlenave Programs Eranenise a ia aa Saar | j ! 
Programs 
f 
{ 
‘ 
f 
‘ 
RM File Organiser { 


System Policy Editor 
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4. Insert your floppy disk into your computer and click on the Install button. 
Refer to the installation instructions (provided with the program) for 
installing the program on to the hard disk. 


When the install program runs, it will probably ask you where it should 
install the software. By default, it will suggest that the software is placed 
in a sub-folder on drive C: . For example, with the program 
‘Newpackage’, the installation program may ask: 


In which folder do you wish to install Newpackage? 
C:; \NEWPACK? 


5. Accept the folder suggested by the installation program (unless you 
have special reasons for not doing so), by clicking on the button or 
pressing whatever key the installation program requires to set it going 
again (for example, a Continue or OK button or <Y>). 


6. Follow the instructions of the installation program, until installation is 
complete. The following information may help: 


e lf you are asked about the video mode, select SVGA (or VGA if 
SVGA is not an option), of a resolution of 640 x 480, with 256 
colours — unless you have changed this. 


e If you are asked about the mouse type, select ‘serial’. 


When the program files have been installed on the hard disk, click on 
the close button to close the MS-DOS window to return to the 
Manager's desktop. 


8. From the Start menu, click on Shut Down and select the Close all 
programs... option and click on Yes. 


The program now needs an icon so that it can be run from your Windows 
desktop (without an icon, the program needs to be run from the MS-DOS 
prompt). This is covered in the section Changing an icon, starting on 
page 71. 
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Appendix D 
Troubleshooting 


= 


This chapter describes potential problems, with possible solutions. 
Although they are listed in no particular order, they are organised 
according to topics such as using a Concept Keyboard, installing 
Programs, and so on. If you have a problem using Window Box, check 
this Appendix carefully before seeking further help. Even if the 
‘symptoms’ described do not exactly match yours, please look at the 
possible solutions; one of them may spark an idea or suggest what is 
going wrong. 


What do | do if | get an error message: ‘The application may not have 
shut down properly the last time it was run’? 


lf your computer was switched off or reset before a user logged off, you 
may see the following error message once the computer is restarted: 


To put this right: 


1. 


2 


Click OK. 


You now need to log off the computer. Click Finish and confirm this; 
or, if you’re logged on as Manager, click Start, Shut Down, ensure 
that Close all programs and log on as different user has the 
radio button checked, and click Yes. 


Log in once again as the same user. 
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How can | re-enable Windows 95 Safe Mode booting? 
Windows Safe Mode booting is disabled on Window Box. 


If Windows Safe Mode booting is enabled, you may start your computer 
without loading certain components. You may need to do this if you 
experience problems starting Windows. With ‘Safe Mode’ enabled, it is 
quite possible that the cause of problems is by-passed. You may then 
change your computer's configuration in order to diagnose the cause of 
the problem. 


You enter ‘Safe Mode’ by pressing either the <F5> key or the <F8> key, 
when Windows is starting (when you see the message ‘Starting 
Windows 95’). Alternatively, Windows will attempt to start in Safe Mode 
if it detects problems starting normally. Please refer to the guide 
Introducing Microsoft Windows 95 tor further details on using Safe 
Mode. 


If Safe Mode is enabled on Window Box, the logon process is by- 
passed, allowing user full access to Windows 95. Because of this, 
access to Safe Mode is disabled on Window Box. Should Windows 
develop problems with starting, then you need to be able to enter Safe 
Mode. It may be that Windows automatically attempts to enter safe 
mode if problems are detected on starting, however, as this is disabled, 
it cannot do so. 


Note: 
It is assumed that if you wish to enable the boot keys, it is because Windows has 
ceased to start properly on your computer. 


To re-enable safe mode, you need a Windows 95 start-up disk. If you don’t have one 
already, but you do have another computer with Windows 95 installed, then you can 
read how to do this on page 196. 


To re-enable Safe Mode: 
1. Restart your computer from the Windows 95 start-up disk. 


2. Type Cc: \Windows\command\attrib -R -S -H 
C:\MSDOS.SYS <Enter>. 


3. Type C: \Windows\command\edit C:\MSDOS.SYS <Enter>. 
4. Scroll to the end of the text. You see two lines: 


BootKeys=0 
BootWarn=0 
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5. These lines need to be made inactive; to do this, place a semicolon 
in front of each line: 


; BootKeys=0 
; BootWarn=0 


6. Inthe ‘MS-DOS Prompt - EDIT’ window (the window you’re currently 
working in), save the file. 


7. Exit from the Editor, remove the start up floppy, then restart your 
compuier. It may be that Windows now automatically enters Safe 
Mode. Alternatively, use the boot keys <F5> and <F8>, which are 
now enabled. 


Important: 

You must remember to reverse this process before users are given access to the 
computer! You need to remove the semicolons that you added (see above). If you do 
not do this, then the security of Window Box can be easily breached. 


Once you have removed the semicolons from C:\MSDOS.SYS, and have exited Editor 
to the MS-DOS prompt, type 
attrib +R +S +H C:\MSDOS.SYS <Enter>. 


When | log on, | get a ‘Windows System Security’ error 


The Logon screen appears, but once | log on, | see a message similar 
to: 


RM Windows System Security 


1. As Manager, open the Control Panel, then click on Passwords. 


2. Ensure the User Profiles tab is at the front. Ensure that the 
following radio button is selected: 


Users can customize their preferences and desktop settings... . 


3. Ensure that the check boxes bounded by the User Profile Settings 
section are checked. These boxes begin with Include... . Click OK. 


4. The ‘System Settings Change’ dialog appears. Click Yes to restart 
your computer. 
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What do | do if the user desktop doesn’t appear, 
or closes during a session? 


Should this circumstance arise, you'll need to use an entry accessed via 
the Start button to restore the desktop: 


e Click on Start, ClassMate Desktop. 


How can | put MS-DOS programs into the Resource Cupboard? 


This is possible; please refer to Appendix C Installing Non-Windows 
Software that starts on page 183. 


How can | ensure that Window Box is kept secure? Can some 
programs affect the security of Window Box? 


Yes, they can. Window Box is only as secure as the programs that you 
give users. There’s more on this on page vii. It’s best not to let pupils 
see page vii, so it may have been removed at the Manager's discretion. 


The Serial Concept Keyboard does not work at all 


The Window Box computer has one or two serial ports on the back 
panel. Check that the Concept Keyboard is plugged into the serial port 
marked ‘SERIAL’ or ‘COM1’ and that the mouse is plugged into the port 
marked ‘MOUSE’ or ‘COM2’. 


Disks and files 


Encourage your pupils to save their files directly to floppy disks 


The programs supplied with Window Box are set up to save their files to 
the hard disk. You can override this for Windows programs simply by 
telling your pupils to prefix the filename with A: when they save. Other 
programs can usually be set up by the Manager to save automatically to 
floppy disk. 


The printer does not work at all 


If the printer has been working previously, but no longer works, then 
check that the printer is: 


e Connected to the computer by a printer cable. 
e Plugged into the correct socket on the computer rear panel. 


e Switched on and on-line. 


| Appendix D Troubleshooting 


e Provided with a supply of paper. 


e If you are using RM SchoolShare, the computer with the shared 
printer attached needs to be switched on and the printer also needs 
to be switched on, in order for other computers to access it. 


e If you are using RM SchoolShare, the printer may have lost its 
share. To share the printer, refer to the section To share an 
‘unshared’ printer on page 163. 


What is the password? 


The default setting for the Manager’s password, and the master 
| password, are printed on page vi. However, note that this page has 
been designed to imply that it should be removed, once the default 
password has been changed. If this page is no longer present, then the 
default password has probably already been changed. 


. If you’ve forgotten the Manager's password, please turn to the section 
Forgotten Manager's password? starting on page 49. 


You are advised to change the default password as soon as 
possible, to help prevent unauthorised users from logging on as 
Manager. 


I can’t see the taskbar! 


It's present, but has been minimized. Look right at the bottom of the 
screen, and you will see it — it’s only a couple of pixels thick. Carefully 
move the pointer over it, and click and drag it back to its normal size. 


ScanDisk reports an error on the hard disk 


Please refer to the warning given on page 129, as the error message is 
nothing to worry about if caused by long folder (directory) paths. 
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| see one of the following messages 


| Network 


You have tried to use an option that is secured. If you need to use this 
option, contact RM Support. 


| see one of the following messages when enabling RM SchoolShare 


[RM SchoolShare Setup 


If you upgraded your computers to RM ClassMate version 3 (or later), 
you need to ensure that each computer on which you enable 

RM SchoolShare meets the requirements in the Upgrade Note, for 
example the computer must have an Ethernet card installed and be 
configured appropriately. Refer to the Upgrade Note for further 
information. 
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IRM SchoolShare Setup 


7 You have indicated that this is not the first computer on which you have 

enabled RM SchoolShare, but Setup cannot find any other computers. 
Before you enable RM SchoolShare, you must ensure that all 
computers on which you have already enabled RM SchoolShare are 
switched on and at the Logon screen. 


_ lam enabling RM SchoolShare on an Internet Window Box and see the 
following message 


[RM SchoolShare Set 


You have chosen to give the Internet Window Box shared access to the 
Internet, which means that you can no longer access the Internet via the 
modem. If you are happy with this, choose the OK button to continue. 


If you want to continue to access the Internet via the modem (from the 
Internet Window Box), choose the Cancel button. Then click on the No 
radio button in RM SchoolShare Setup. 
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I've finished enabling RM SchoolShare and see the following message 


Each computer that accesses the Internet must have a unique identifier 
(known as an IP address) so that incoming communication can be 
directed to that computer only. One IP address is allocated by your ISP 
for each Internet connection that you have ordered. If you see the above 
message do one of the following: 


e Contact your ISP to obtain more IP addresses. 


e Use RM SchoolShare Setup to remove Internet access from one or 
more existing computers and re-use the IP addresses for the new 
computer(s). 


| am using RM SchoolShare and see the following message 


Two or more of your computers have the same /P address. To correct 
this, at each computer that displays the above message, click on OK to 
close the window, then: 


1. Switch on all of the computers in the RM SchoolShare System and 
make sure they are at the Logon screen. 


2. Now log off and shut down each computer in the RM SchoolShare 
System. Switch off each computer. 


3. When each computer has been switched off, switch each computer 
on again. 
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, |am using RM SchoolShare and users cannot access a printer I have 
just added 


e If you add a printer to the RM SchoolShare System while a user is 
working at a computer in the printer's group, the user must log off 
and then log on again in order to access the new printer. 


e If the computer with the printer attached is running a PC-186 
program, the printer will not be available to other users (for shared 
printing). Exit from the PC-186 program and the computer will 
automatically reboot. Once the computer is at the Logon screen, the 
printer will be available to users. 


At logon a user sees one of the following messages 


FRM Printer Setup 


Click on the OK button. From the list, select a printer that is compatible 


with the printer that this computer is sharing. If a compatible printer is 
not listed, contact RM Support. 


[Version Conflict 


Click on the Yes button to keep the existing file. (You may have to click 
on the title bar to bring this window to the front.) 
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| am using RM SchoolShare and have lost changes made to a 


computer's details 


Before changing the details of a computer in the RM SchoolShare 
System, you must make sure that all computers on which 
RM SchoolShare is enabled are switched on and at the Logon screen. 


lf you lose changes that you have recently made to a computer running 
RM SchoolShare, switch on all of the computers on which you have 
already enabled RM SchoolShare and then make the changes again to 
the original computer. 


| am using RM SchoolShare Setup to change a computer's details and 
see the following message 


lf you see a message similar to the above, click on the Yes button. The 
computer will now continue to restart. 


| need to make a Windows start-up disk 


You may need to start up Windows using a Windows start-up disk, 
should the startup process fail when carried out from the hard disk. 


To make a Windows start-up disk: 


1. 
a. 
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Log on as Manager. 


Click on Start, then Help. The ‘Help Topics: Windows Help’ window 
appears. 


Make sure the ‘Find’ tab is at the front — if it isn’t, then click on it to 
bring it to the front. 


In the box: '1 Type the word(s) you want to find’, type startup. Note 
that boxes 2 & 3 now hold entries. 


In the box: '3 Click a topic, then click Display’, move the pointer over 
the entry Creating a startup disk, and click once so that it becomes 
highlighted. 


Click on the Display button at the bottom of the window, then follow 
the instructions. 


Appendix E 
Multi-lingual RM Window Box 


Installing other languages 


Window Box allows you to view the Window Box Logon screen in 
languages other than English’ . 


By default, support for other languages is not installed. If you would like to 
install other languages (see footnote), then please follow these 
instructions: 


1. Log on to your computer as Manager. 
2. Start up Windows Explorer. 


3. Click on View, Options. Ensure that the View tab is at the front. 
Check the radio button Show all files. Click OK. 


4. Open the folder (C:) \ RM ClassMate \ Languages \ Not Installed. 
5. Highlight all the files in this folder. 
6. Click on Edit, Copy. 

7. Highlight the folder Languages in the left-hand pane. 

8. Click on Edit, Paste. 


e If you'd like to reset Explorer to hide certain types of files, then 
repeat step 3, un-checking the appropriate radio button. 


9. Click on the close button at the top-right of the ‘Explorer...’ window to 
close Windows Explorer. 


Next time you log on to the Window Box computer, you’ll notice some 
changes on the Logon screen. To set up the default language, please 
work through the next section. 


1 At the time of release, the other language offered is Welsh. Additional languages are 
planned, and may have been made available at the time you purchased ClassMate. 
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Setting the default language 


Now that you have copied the Languages folder (see previous section), 
the Window Box computer will be able to display the Logon screen in at 
least one other language. For the purposes of these instructions, we'll 
assume that you wish to set up your computer to work in Welsh. Welsh is 
currently supplied in the Languages folder, although there are plans to 
include other languages in the future. 


Before the pupils log on, you can set up the default language to either 
Welsh or English. The default language is English; if you wish to change 
this, please work through this section. 


If you have followed the instructions on page 197, then logged off your 
computer, the default Logon screen will look similar to the following: 


To change the default language: 
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1. Inthe user name box (the topmost box), type in 


MANAGER 
then click Log On. 


2. Don’t click OK after completing this step. Type in the Manager's 
password. 


Do not click OK. 
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3. Click Configure. The ‘Logon Settings’ window appears. 


4. Click on the Language tab to bring it to the front: 


ogon Settings 


5. The Initial Language box is blank. To select Welsh, click on the scroll 
arrow, then over Cymraeg. 


e If you want the Logon screen to start up in Welsh, but to offer the 
pupil a choice of changing the Logon screen to English for the 
duration of that logon process, then check the box Offer English 
in addition to installed languages. 


6. Click OK. The Logon screen reappears in Welsh. If you also checked 
the box Offer English... then the Logon screen will look similar to this: 
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e To temporarily change the Logon screen back to English, click on 
the scroll arrow to the right of the language box. On the example 
above, this currently reads Cymraeg. The box displays the 
alternative option, English. 


7. Click once over English. The Logon screen now changes to English. 
You may change the Logon screen between English and Welsh by 
this process. 


The next time a user logs on, the Logon screen will appear in the 
language selected in step 5. above. In this example, it will be in 
Welsh. To change the language that the Logon screen first appears in 
back to English, repeat steps 5 and 6. but select English in the Initial 
Language box. 


> 
Customer ID 


_ The 
' RM Support 
Hotline 


Appendix F 
If You Need Further Help 


This guide covers most of the features of Window Box. Please look 
carefully through it before seeking further help. 


If you are sure there’s no answer to your enquiry in this guide, or any 
other manuals in your possession (don’t forget on-screen help), contact 
your supplier. If your enquiry centres specifically on Window Box, and 
Window Box was ordered directly from RM (i.e. not from your local 
education authority), contact RM Support. 


Most people who call RM’s Support Hotline have a Customer ID. This 
number enables the Support engineer rapidly to access details about 
customers’ purchases from RM, address details, and previous enquiries. 


If this is the first time you’ve purchased from RM you may not know your 
Customer ID, don't worry, just quote your postcode. 


The first time you call RM Support, ask what your Customer ID is, and 
enter it in the space provided below. 


RM runs a Support Hotline for all users of RM software and equipment. 
The Hotline is open from 9am to 5pm from Monday to Thursday, and 
from 9-30am to 4-30pm on Friday. 


If you don’t have the current Hotline number, please call the RM 


switchboard (01235-826000). 


e Find out as much as you can about the problem and its effects so 
that you can describe it clearly. 


e Make careful notes about the circumstances in which the problem 
occurs. 


e Make a note of the version numbers, (for Window Box, this is displayed 
on the Logon screen). 


e What commands or options are you trying to run? 


e How is your computer configured? Is there anything in particular that 
you might regard as ‘non-standard’ about your computer? 
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e If possible, ring with your computer switched on in front of you, so 
that you can try out any suggestions that the engineer makes. 


Remember to wait for at least 30 seconds after switching off the 
computer before you move it, as this gives the hard disk time to stop 
rotating. 
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Glossary 


If you find a word in this book that you do not understand, check the list 
below to see if it’s present in the glossary. 


32-bit (& 16-bit) 
arrow keys 
backspace key 
bitmap 

CD ROM 

CD ROM drive 
ClassMate 
click 
Clipboard 
command 


Concept Keyboard 


database 
default printer 
delete key 
dialog box 
directory 
double-click 
drag 
enter key 
Ethernet card 
extension 
floppy disk 
folder 
greyed out 
group 
hard disk 
hourglass 
IBM 
icon 
Internet 
Internet Service 
Provider (ISP) 
IP address 
ISDN line 
keyboard 
keypad 


leased line 
log off 

log on 

long filename 
Manager 
maximize 
menu 

menu bar 
Microsoft® 
minimize 
mouse 

Num Lock key 
on-line 
operating system 
option 
PC-186 
peripheral 
pointer 
printer driver 
program 
quitting 

radio button 
RAM 

reset button 
resize 


Resource C'board 


resource folder 
RM SchoolShare 
router 

running 

‘Setting Up' card 
shortcut 
shutting down 
sound adaptor 
source disk 
standalone 


status bar 
SVGA 

tab 

target disk 
taskbar 

title bar 

toolbar 

touch screen 
undo 

user 

user desktop 
wallpaper 
‘Welcome' sheet 
window 
Window Box™ 
Windows® 3.1 
Windows® 95 
wizard 
write-protect tab 
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32-bit (& 16-bit) 

Programs written for Windows 3.1 are usually 16-bit, and programs written 
for Windows 95 are usually 32-bit. You can run both 16-bit and 32-bit 
programs on Windows 95, but 32-bit programs can only be run on 
Windows 95. 


Because 16-bit programs are generally written for Windows 3.1, they 
cannot take advantage of some of the advanced features of Windows 95. 
32-bit programs have access to all of these features including long 
filenames. See long filename. 


application 
See program. 


arrow (mouse arrow) 
See pointer. 


arrow keys 
The arrow keys are four keys that lie between the keyboard keys and 
keypad keys: They control the positioning of the cursor. 


backspace key 

The backspace key moves the cursor back, deleting one character with 
each press. Pressing this key will also delete highlighted text with a single 
keystroke. 


bitmap 

A bitmap is a particular format of digitized picture, stored as a file with the 
extension .BMP. The bitmap format can be read by virtually all painting 
programs, such as Windows Paint. Bitmaps may be used by Windows to 
build displays — for example, the logon Window of Window Box may 
incorporate a bitmap of your choice. 


CD ROM 

CD ROM stands for Compact Disk Read-Only Memory. It is a disk (that 
resembles an audio CD) that stores a lot of data. When you purchase a 
program, it may be supplied on CD ROM. To read a CD ROM, you need a 
CD ROM drive fitted in your computer. 


CD ROM drive 
You need a CD ROM drive to read CD ROMs (see above). Window Box 
multimedia computers have CD ROM drives fitted. 
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ClassMate 

RM ClassMate is an interface for Windows 95 that prevents unauthorised 
users from accessing anything other than programs selected for them by 
the Manager. Other users each log on to a unique user desktop that has 
been configured by the Manager. They are not able to configure their own 
desktop, or run programs not present on the desktop. 


click 

Clicking on part of the screen (such as on an icon) means moving the 
pointer to that part of the screen, then pressing and releasing the left-hand 
mouse button quickly — if you need to click on the right-hand button, this is 
mentioned specifically. 


Clipboard 

Windows Clipboard runs all the time you are in Windows — you do not 
usually run it from an icon. It allows you to copy text and pictures between 
Windows programs, or within one program. When you choose the Cut or 
Copy command from a Windows program’s Edit menu, the currently 
selected text or picture is moved or copied to the Clipboard. To copy the 
current contents of the Clipboard to a Windows program, choose Paste 
from the Edit menu. 


command 

Commands tell a computer what to do. In Windows, you choose 
commands from menus within a program, or by clicking on different parts 
of a program’s screen. 


Concept Keyboard 

A Concept Keyboard can be used with (or instead of) the normal keyboard 
to enter words, letters and other key presses. The Concept Keyboard has 
a flat upper surface on which you place a paper overlay. Pressing different 
areas of the overlay produces words or characters on the screen. 


database 

A database is a collection of information that is related to a particular topic 
or purpose — such as pupil records in a filing cabinet, a stamp collection in 
an album, or the results of a questionnaire survey. 


default printer 

The printer that is automatically used by all of the computers in a group. If 
you have more than one computer set up, you can specify which printer is 
the default printer. If you have one printer set up in a group, this printer is 
automatically selected as the default printer. 


delete key 

The delete key is used to delete characters immediately in front (to the 
right) of the cursor. It can also be used to delete marked text with a single 
keystroke. 
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desktop 
See user desktop. 


dialog box 

A dialog box is a set of questions displayed in a rectangular border. You 
generally click on the OK or Cancel buttons to close down the dialog box. 
Other questions on the dialog box may be represented as radio buttons or 
checkboxes, or fields from which you select options. A dialog box may be 
made from several tabs, although only one Cancel or OK press is 
required to close the entire dialog box. 


directory 

This means more-or-less the same as folder. Versions of Windows prior to 
Windows 95 do not refer to folders, but instead refer to directories. 
Programs written prior to Windows 95 also refer to directories, and not 
folders. To all intents and purposes, directories should be treated as 
synonymous to folders. The precise differences between directories and 
folders are detailed in the section folders later on in this glossary. 


double-click 

Double-clicking (for example, over an icon or shortcut) means moving the 
pointer over the icon, and clicking the left-hand mouse button twice in 
quick succession. Double-clicking over an icon will run the program 
associated with that icon. 


double-density 
See floppy disk. 


drag 

Moving a window or other object around the screen by clicking on it and 
moving the mouse, whilst keeping the mouse button pressed. 

enter key 


The enter key is used to tell the computer that you have finished entering 
a command. 


Ethernet card 

A hardware device fitted inside a computer that enables it to be connected 
to an RM SchoolShare System (or a network). Joining computers together 
enables resources (such as printers) to be shared between compuiers. 
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extension 

All filenames comprise a string of letters, (which may include full stops 
[points] and spaces), that ends in a point and then another string of three 
letters. You may not see these three letters, and you normally don’t need 
to enter them when you write a filename, as they are added automatically. 
The extension is the same for the same kind of file; for example, WordPad 
files have extension '.doc', and bitmap files have the extension '.bmp'. 
(See also 32-bit.) 


floppy disk 

Floppy disks can be removed from the computer and can be used to 
transfer programs and other files to other computers. Smaller programs 
you buy from suppliers may be supplied on floppy disks, which you 
usually copy to your hard disk. 


Window Box uses 3%-inch disks, which are encased in a hard plastic 
case. Floppy disks are available in two capacities, most commonly called 
high-density and low-density (also referred to as double-density) — 
high-density disks can store more information before they are ‘full’. Your 
Window Box computer can use both high- and low-density 3%2-inch floppy 
disks. 


folder 

A folder is a collection of files on a disk. Folders allow you to organize files 
into convenient groups. A folder can contain files, and / or other folders 
(which may be referred to as sub-folders). Each folder has a pathname, 
which identifies the folder’s location. 


greyed out 

An option in a menu or dialog box that is greyed out is not available to the 
user under the particular conditions in which it was presented. The option 
will be available under different circumstances — normally when it is 
relevant to the functioning of the program at that point. 


group 

A group is a collection of RM SchoolShare computers that are linked 
together in order to share a printer that is attached to one of the 
computers in the group. You may have more than one computer with a 
printer attached to it in a group. 


hard disk 

Your Window Box computer has an internal hard disk. This (like a floppy 
disk) stores files, but (unlike a floppy disk) cannot be removed from the 
computer, and holds much more information. 


high-density 
See floppy disk. 
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hourglass 
When Windows is extremely busy, the arrow pointer turns into an 
hourglass shape (see margin). 


Do not press any keys or click the mouse buttons while the hourglass is 
on the screen. 


When Windows is busy, but can accept further commands, you'll see an 
hourglass and a pointer side-by-side. If you see this, you may click on 
further commands. 


IBM° (& IBM-compatible) 

IBM (International Business Machines) is a large computer company that 
builds computers whose design specifications are industry standards. 
Software designed to run on IBM (personal) computers will also run on 
computers built to the same specifications. Such computers are said to be 
IBM-compatible. Your Window Box computer is IBM-compatible. 


icon 

An icon is a small picture with a program name below it. Double-clicking 
on the icon runs the program. You don’t need icons to run programs, as 
the programs may be represented on the menu system. However, it may 
be easier to set up user desktops with programs represented as icons. A 
number of Windows utilities may presented as icons; for example, the 
Control Panel window shows the Control Panel utilities as icons. 


Internet 

A vast computer network made up of millions of smaller networks around 
the world. With the appropriate equipment and software your computers 
can connect to the Internet (go on-line) and share information with other 
Internet users whether they are in the next room or the other side of the 
world. 


Internet Service Provider (ISP) 
A company or organisation that can provide you with access to the 
Internet. 


IP address 

Internet Protocol Address. To access the /nternet, each of your computers 
needs to have an IP address. The address is a unique reference number 
that identifies the computer on the Internet. You can obtain IP addresses 
from your Internet Service Provider. 


ISDN line 
A high performance digital telephone line. 


ISP 
See Internet Service Provider. 
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keyboard 

The keyboard is used to type letters and numbers. You can also use it to 
control Windows if you don’t like using the mouse, or if you haven’t got a 
mouse. 


keypad 

The keypad refers to the set of keys on the right-hand side of the 
keyboard. In order to use the keypad to enter numbers, the Num Lock 
light must be on. To activate or deactivate this function, press the 
<Num Lock> key. 


leased line 
A telephone line that is rented for a fixed cost for exclusive 24-hour, 
7-days-a-week use from your school to your /nternet Service Provider. 


log off 

When you wish to finish your session with Window Box, you need to leave 
Windows by logging off. The Finish button allows you to do this correctly, 
and gives you the option of saving any unsaved work during the logging 
off process. 


log on 

When you start up Window Box, you are asked to enter a username. This 
is called logging on. The computer displays a Windows screen with 
characteristics that depend on which user name you enter. 


long filename 

32-bit programs are able to use long file and folder names (i.e. longer than 
8 characters for the name, and 3 characters for the extension), in 
accordance with Windows 95 conventions. Most 16-bit programs must 
use the Windows 3.1 (and MS-DOS) filename convention when they run 
on Windows 95 (although a 16-bit program may be ‘Windows 95 aware’, 
and use long filenames too). 


When most 16-bit programs read long file and folder names, they are 
truncated. For example, files created by a 32-bit program which are 
named 'My Document.doc' and 'My Document for Thursday.doc' will 
become 'mydocu~1.doc' and 'mydocu~2.doc' respectively. The same 
applies to long folder names. 


low-density 
See floppy disk. 
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Manager 

The Manager is the person responsible for managing Window Box. This 
involves setting up printing, creating users, installing new programs, 
archiving work files and many other tasks. The Manager has a set of 
special programs with which to undertake these tasks, that are not 
available to normal users. 


maximize 

Maximizing a window means making it fill the screen. You can maximize a 
window by clicking once on the maximize box (see margin) in the top 
right-hand corner of a reduced window. See also minimize. 


menu 

You can start Windows programs by selecting them from menus (the 
origin is the Start button). Within a program, menus offer a range of 
commands. 


menu bar 

The horizontal menu bar is near the top of the program’s window and 
usually starts with ‘File’ menu and ends with ‘Help’ menu. To see a menu, 
click on the name with the left-hand mouse button. Then select an option 
from the menu by moving the mouse down and clicking on the required 
option. 


Microsoft® 
Microsoft is the name of the company that designed Windows (and 
MS-DOS). 


Microsoft Windows® 
See Windows 95, Windows 3.1. 


minimize 

Minimizing a window means changing it into a button on the taskbar — the 

program then continues to run ‘in the background’. To minimize a window, 
click on the minimize button at the top-right of a window (see margin). See 
also maximize. 


mouse 

The mouse is a small box with buttons and a cable plugged into the back 
of the computer. The mouse controls a pointer on the screen. You can 
control the computer by placing the pointer on a menu, button or icon and 
pressing the left-hand mouse button. 


MS-DOS 
See operating system. 


network card 
See Ethernet card. 
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Num Lock key 


) ‘3 || This is located in the keypad. 

~ The Num Lock switches the keypad keys between numbers and the 

- functions written beneath the numbers. When the Num Lock light is 

E illuminated, the keys function as numbers. 

id 

; on-line 

~ It is necessary for a printer to be on-line if it is to print. If a printer is 

on-line, then it is ready to receive data. Most printers have a light that 

4 illuminates when they are on-line. 

od 

3 operating system 

~ An operating system is a program that directly addresses the computer's 

- hardware. All programs need to run ‘on top’ of an operating system. When 
a computer boots, the first program loaded is the operating system. On 

= IBM-compatible computers, prior to Windows 95, the operating system 

| had to be loaded before (the older versions of) Windows. This operating 

~ system was known as MS-DOS (Microsoft Disk Operating System). Some 
older or specialised programs ran directly ‘on top’ of MS-DOS, whilst other 

4 (Windows) programs ran ‘on top’ of Windows, and held a range of 

J commands. 

4 One of the more significant differences between Windows 3.1 and 
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Windows 95 is that Windows 95 is an operating system. MS-DOS can be 
run if necessary, but now it is run as a utility ‘on top’ of Windows. The only 
time you may need to run MS-DOS is if you need to run an MS-DOS 
program — one that will not run on Windows. The MS-DOS commands 

; may also be used from the MS-DOS screen, although this is not 
recommended — all of the MS-DOS functionality — plus many, many more 
useful utilities are available from within Windows. 
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Warning: Do not make the MS-DOS icon available to users. Users have no need for it, 
and MS-DOS commands include commands capable of managing files - with them you 


can delete files, including critical system files, and even format the hard disk (which can 


: destroy all the data on it). This is something you never want users to do! 

: option 

| In the context of this guide, an option refers to a particular operation 

> carried out, in Windows 95, or in a Windows program, through selecting 


an entry in a menu. 


overlay 
See Concept Keyboard. 


path 
See folder. 
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PC-186 

The PC-186 is a computer that was manufactured by RM. Although it is 
not IBM-compatible, many programs have been written to run on the 
PC-186. In order to run these programs on the Window Box computer, it 
must be in PC-186 mode. PC-186 mode enables the Window Box 
computer to emulate the PC-186. 


peripheral 

A peripheral is any device that is connected to the computer, and 

controlled by the computer. Hard disks and floppy disk drives may be 
considered as part of the computer, although they are peripherals to the 
computer processor. Monitors, keyboards and mice may also be 

considered to be part of the computer (though some people would refer to 
them as peripherals). Concept keyboards, printers, touch screens, and | 
modems are all computer peripherals. 


pointer 

The pointer is the shape on the screen that moves when you move the 
mouse. Usually the pointer is an arrow shape, but it changes shape | 
sometimes. 


printer driver | 
A printer driver is a program that needs to be installed to enable a printer 
to work. It is usually included in Windows. 


A driver adapts the output from the program to suit the requirements of a 
particular printer or family of printers. 


program | 
A program is made up of one or more files which tell the computer what to 
do. Large programs like Talking First Word are designed to perform more 
complex tasks and are often called ‘applications’. Small programs like 
Notepad are designed to perform a specific function and are often called 
‘utilities’. ‘Software’ is another term for a computer program. You can also | 
write your own programs using a programming language. 


quitting 
Quitting a program means leaving the program when you have finished 
using it. Sometimes this is called ‘exiting’. When you quit from a program, | 
you go back to your user desktop. When you quit from your user desktop, 
you go back to the Logon screen. 


radio button 

Some dialog boxes (or tabbed pages in dialog boxes) offer rows of 
buttons, one (but no more than one) of which must be selected. These are 
known as radio buttons (as they share the above property with pre-set ; 
channel buttons on car radios). | 
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RAM 

RAM is an acronym for Random Access Memory. Data held in RAM is 
that which is instantly accessible by the microprocessor. RAM also acts as 
a buffer (cache) for data sent to the hard disk, so as to optimise the time 


used by the hard disk to write data. A computer with a lot of RAM will be 
‘faster’ than one with less RAM. 
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reset button 
Your Window Box computer has a reset button on the front panel. This 
has the same effect on the computer as turning the power switch off and 
on, but without shutting down the monitor or computer's internal power 
supply. You should not reset your computer when in Windows, as all 
unsaved work, and unsaved changes in configuration, will be lost. 


= 


resize 

Resizing a window means turning it from a window that fills all of the 
screen into one that fills part of the screen. To resize a window, click on 
the resize box (see margin) next to the top right-hand corner of the 
maximized window. See also maximize and minimize. 
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Resource Cupboard 
The Resource Cupboard exists so that you can determine which 
programs are available to which user desktops. 


Programs need to be copied to the Resource Cupboard. The Resource 
Cupboard is a ‘store’ for programs (represented as icons). Programs in 
the Resource Cupboard may be copied to user desktops (using the 
ClassMate Manager). 


resource folder 

A resource folder is a folder in the Resource cupboard that contains a 
particular program. The resource folder needs to be created before a 
program is added to it. Resource folders are subsequently added to user 
desktops. 


RM ClassMate 
See ClassMate. 


; RM SchoolShare 
RM SchoolShare enables you to link your computers together in order to 
share printers and to share Internet access. RM SchoolShare is described 
in Chapter 8. 


router 
A piece of equipment that allows multiple computers to connect to the 
Internet at the same time via an /SDN line or leased line. 
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running 
Running a program means starting it and using it. 


Setting Up Your New Computer card 

The Setting Up Your New Computer card can be found in the box your 
Window Box Computer was shipped in. It is a large card that has details 
printed on it about how to connect up your computer, monitor, keyboard 
and mouse. 


shortcut 

A shortcut is a Windows 95 term for a small file that can be seen ina 
window, folder or menu entry as an icon. It is a link between what the 
computer user sees, and the program the user wishes to run. It is 
essentially an icon, but it may carry additional information about how the 
program is to run. Please refer to the Windows documentation supplied 
with your computer to see how to configure shortcuts. 


shutting down 
Shutting down means exiting from Windows and switching off the 
computer when you have finished using it. 


sound adaptor 

A sound adaptor is a card that enable the computer to play sound files to 
an output device — such as speakers or headphones, and to create a 
sound file from an incoming signal from a microphone (or other audio 
equipment). 


source disk 
The disk from which you copy when copying a disk. 


standalone 

A standalone computer is not integrated into an RM SchoolShare System 
or a network (a group of computers able to communicate with each other 
through a variety of different media). It does not communicate directly with 
other computers, nor does it share peripherals or software simultaneously 
with other computers. 


status bar 

This is the lower part of a window or dialog box (the lower edge of the 
frame) that shows comments relevant to the function currently being 
performed. The comment may be generated in response to the pointer 
position in the window, or to a highlighted icon or menu entry, etc. 


The status bar may be hidden or shown by checking its entry in the View 
menu. 
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SVGA (& VGA) 
) The video graphics system (VGA) is contained on a card in one of the 
computer's slots. During the installation of some (particularly older) 
, programs, you may be asked about the type of video system on your 
; computer. Select SVGA, or VGA if you don’t have this option. If you’re 
asked for a particular resolution, or for a particular make of graphics card, 
then you can find this out either from any hardware documentation which 
was supplied with the computer, or from the way Windows 95 was set up 


at the factory. (To do this, as Manager, click on Start, Settings, Control 
Panel, select Display, select the Settings tab. The Desktop Area field 
: shows the current resolution, and Change Display type shows the type of 


graphics card — press Cancel once you’ve seen it.) 


' tab 
A number of dialog boxes are made of a set of tabs. Each tab represents 
, a separate page, which, when exposed, offers the Window Box user a 


range of options (for example, radio buttons) to choose from. Tabs are 
really a way of packing more dialog into each dialog box. Only one page is 
visible at one time. You select a new page by clicking on another tab, 
visible at the top of the dialog box. Don’t confuse this term with tabulation 
stops, set by the <Tab> key. 


target disk 
The disk to which you copy when copying a disk. 


taskbar 
The taskbar is the strip at the bottom of the screen that holds the Start 
button, and buttons for programs running in ‘the background’. It also holds 
the volume control. 


title bar 
The title bar of a Window is the coloured top bar that holds the name of 
the window, and the sizing buttons (at the extreme right). 


toolbar 

The toolbar is that part of a window that shows the tool buttons. It lies 
below the title bar and the menu bar. You may hide the toolbar by 
selecting the appropriate option in the View menu. 


touch screen 

A touch screen is a transparent screen that fits over the monitor screen. It 
is able to detect pressure at any point on its surface, and input the 
position of the touch (as X and Y co-ordinates) to the computer. When 
correctly calibrated, a user can (for example) touch the screen over a 
particular icon, and activate it, just as the mouse pointer would. A touch 
screen eliminates the need for a mouse, and is generally more intuitive to 
use. 
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undo 
A feature of many Windows programs that allows the most recent 
alteration made to a document or picture to be cancelled. 


user 

A user (in the context of Window Box) is a name that must be entered 
(with or without a password) in order to log on to a particular user desktop. 
More than one pupil may log on as a particular user (at different times), or 
each pupil can be allocated a user — if this is the case then it makes sense 
to name the user after the pupil. Each user has a unique user desktop 
(see below). 


user desktop 

A user desktop is the layout of icons and available menu entries for a user 
(see above). A user desktop is configured with the ClassMate Manager 
program. 


utility 
See program. 


wallpaper 

The picture or pattern that lies ‘behind’ everything else on a Windows 
screen. As Manager, your wallpaper lies being the icons, shortcuts, and 
menus. As a non-Manager user, the wallpaper lies behind the windows 
(program groups) that contain icons. The pattern and colour may be one 
of many different designs, or may even be your own picture or photograph 
(if you can produce a bitmap from it, by using a scanner). Refer to your 
Windows manual for details on how to configure the wallpaper. 


Caution: If you produce your own bitmap, make sure the file size isn’t too big — i.e. 


not greater than a few hundred KB, and preferably less than this. The larger the 
bitmap file size, the longer it will take to load and refresh. 


Welcome to your RM Window Box! sheet 

This sheet is the first document you must use to set up your Window Box 
computer. This sheet contains important information on setting up your 
computer for the first time, and you must follow the step by step 
instructions on this sheet carefully before doing anything else. 


window 

A window is a rectangular area on the screen that displays a program’s 
(visual) interface. A window may be sized so that it fills the whole screen 
or part of the screen. For programs running ‘in the background’, the 
program’s window is represented by a button on the taskbar. 


ae) 
Window Box™ 

RM Window Box is an integrated computer system that comes with a suite 
of pre-installed educational software, and the RM ClassMate interface. 
Window Box Multimedia is supplied fitted with a CD ROM drive, anda 
sound adaptor, and is supplied with speakers, in addition to the usual 


Window Box items. Window Box Sound is supplied with a sound adaptor 
fitted. 


Windows? 3.1 

Microsoft Windows 3.1 was the version of Windows used on previous 
versions of Window Box. Windows was the first IBM-compatible-computer 
graphical user interface that allowed program to be run by clicking on 
icons and on fields in dialog boxes. It was not an operating system in its 
own right, and needed to run ‘on top’ of an operating system, MS-DOS. 
Windows 3.1 has now been superseded by Windows 95. 


Windows® 95 

Windows 95 is the name of the system of icons (and shortcuts) and dialog 
boxes which the Window Box computer uses to run programs. Windows is 
designed by the company Microsoft. It is a 32-bit operating system. (See 
also 32-bit and operating system.) |t allows the user to save filenames and 
folder names of up to 256 characters, including spaces. The version of 
Window Box with which this guide was supplied is based on Windows 95. 


wizard 

A wizard is a set of instructions automatically run by the computer, that 
guides you through a particular routine. While the wizard runs, it may ask 
you to type in information or select certain options. 


write-protect tab 

The write-protect tab on a floppy disk refers to a plastic switch in one 
corner that can be set to prohibit any writing to the disk. A disk is said to 
be write-protected if the switch is set so that the hole is open. Disks 
cannot be formatted if they are write-protected. 
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Accessibility Options, 167 
automatic reset, 172 
adjusting the time, 178 
alarms (security), 5 
Appearance — Windows colour 
scheme, 59 
arrow (mouse), 24 
arrow keys, 204 
attributes, 82 
Audio properties 
adjusting, 179 
backing up 
key system files, 63 
users, 85 
backspace key, 204 
bitmap, 204 
Calculator, 27, 28, 174 
Scientific, 174 
CD (audio) 
playing, 138 
CD Player, 139, 144 
CD ROM, 204 
care of, 14 
drive, 13, 139, 204 
installing software from, 66 
changing icons, 71 
Choose Overlay, 175 
ClassMate, 205 
ClassMate Manager, 76, 100 
clicking, 205 
Clipboard, 27, 29, 205 
clock, changing the time, 178 
Colour Magic, 141 
colour scheme, 59 
COMz2, 190 
command, 205 
Concept Keyboard, 205 
Choose Overlay, 175 
how to set up, 55 
context-sensitive help, 25 


Index 


Control Panel, 172 
copy (menu entry), 27 
crime prevention, 4 
cursor, 212 
Customer Support Hotline, 201 
customising the Logon screen, 55 
cut (menu option), 30 
Cymraeg, 198 
data access control, 5 
database, 205 
Date and Time, 178 
date, adjusting, 178 
default printer, 205 
delete key, 205 
deleting a user, 87 
desktop, 11 
Manager’s, 22 
User's, 11 
dialog box, 206 
directory, 206. See also folder 
disk 
care of floppy, 15 
double-density floppy, 15 
floppy, 14 
formatting floppy, 126 
high-density floppy, 15 
installing software from a floppy disk, 
66 
loading files from floppy, 43 
low-density floppy, 15 
source disk, 123 
start-up disk, 196 
target disk, 123 
verifying floppy, 130 
write-protecting floppy, 15, 123 
Display Settings, 58 
DOS, 211 
DOS program, installing, 183 
double-clicking, 206 
double-density floppy disk, 15 
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dragging and dropping, 206 
driver (printer), 212 
emergency boot disk, 196 
enter key, 2, 206 
Ethernet card, 150, 206 
Explorer, 82, 87, 107 
extension, 207 
file 
attributes, 82 
copying, 27, 108 
deleting, 27, 112 
extension, 38, 207 
finding, 27 
MIDI, 142 
moving, 108, 112 
source, 109, 111 
WAV, 142 
workfile, 107 
copying, 111 
File Manager, 107 
File Organiser, 108 
customising, 116 
filenames, long, 38, 209 
FILEORG.INI, 116, 118 
filter keys, 169 
fixed disk, 207 
floppy disk, 14, 207 
care of, 15 
double-density, 15 
formatting, 126 
high-density, 15 
installing software from, 66 
loading files from, 43 
low-density, 15 
saving files to, 39 
source disk, 123 
start-up disk, 196 
target disk, 123 
verifying, 130 
write-protecting, 15, 123 
floppy drive, locks, 5 
folder, 207 
creating, 37, 91 
hidden, 97 
resource, 213 
root, 119 


Work folder, 37 
forgotten password?, 49, 191 
formatting, 126 
graphics card 
resolution, 59 
greyed out, 207 
group, 155, 161, 207 
hard disk, 27, 207 
loading files from, 41 
looking after, 17 
saving files to, 35 
help, 25 
further, 201 
multimedia, 147 
On-Screen, 30 
troubleshooting, 187 
high-density floppy disk, 15 
Hotline, 201 
hourglass, 24, 208 
IBM-compatible, 208 
icon, 11, 208 
replacing, 71 
installation, programs, 64 
Internet, 208 
accessing, 163 
browser, 164 
user, 163 
Internet For Learning, 150 
Internet Service Provider, 150, 208 
Internet Window Box 
adding to RM SchoolShare, 164 
IP address, 208 
ISDN line, 150 
ISP, 150, 208 
keyboard, 209 
adding sounds, 167 
filter keys, 169 
sticky keys, 169 
toggle keys, 170 
keypad, 209 
using instead of mouse, 172 
languages, installing, 197 
leased line, 150, 209 
levels of complexity (Program Options), 
103 
loading files 


from floppy disks, 43 
from the hard disk, 41 
into Windows programs, 41 
logging off, 11, 209 
logging on, 9, 209 
as a user, 9 
as Manager, 21 
Logon screen, 9 
customising, 55 
long filenames, 38, 209 
low-density floppy disk, 15 
Maintenance Mode, 102 
Manager, 19, 210 
desktop, 22 
logging on, 21 
Tools, 76 
maximize, 210 
Media Player, 142, 144 
memory, 213 
menu, 27, 210 
pull-down, 29 
menu bar, 29, 210 
Microsoft, 210 
minimize, 28 
monitor, resolution, 59 
MORICONS.DLL, 73 
mouse, 9, 210 
changing actions, 167 
changing double-click speed, 172 
changing the pointer, 172 
pointer, 24, 212 
port, 190 
settings in Control Panel, 172 
tutorial, 23 
type of, 185 
MS-DOS, 211 
installing program, 183 
multimedia, 147 
non-Windows program 
installing, 183 
Notepad, 176 
Num Lock key, 211 
on line, 50, 211 
On-Screen Help, 30 
operating system, 211 
option, 211 
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overlay, 175 
Paint, 177 
parallel printers, 50 
password 
forgotten?, 49, 191 
user's, 80 
Paste Special (menu eniry), 143 
PC-186, 212 
PC-186 program 
installing, 183 
running too fast, 183 
peripheral, 212 
phone line (Support), 201 
pointer, 24, 212 
port, parallel printer port, 50 
printer 
adding, 51 
changing default, 162 
configuring, 51 
connecting, 50 
default, 53 
driver, 212 
locating ports, 50 
parallel, 50 
removing, 53 
serial, 50 
sharing, 53, 163 
troubleshooting, 190 
unsharing, 162 
problems, 187 
program, 212 
Program Options, 103 
quitting, 212 
radio button, 212 
RAM, 213 
recovering a user, 85 
removing RM SchoolShare, 165 
Research Machines telephone number, 
201 
reset button, 213 
resetting the time, 178 
resize, 213 
resolution, display, 59 
resource, 79 
Resource Cupboard, 79, 88, 213 
adding resources, 90 
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resource folder, 213 
restore, 29 
restoring a user, 85 
RM ClassMate, 205 
RM File Organiser, 108 
RM Internet For Learning, 150 
RM Printer Setup, 51, 53, 162 
RM SchoolShare, 1, 149, 213 
accessing the Internet, 163 
changing a computer's details, 159 
changing default printer, 162 
checking computer details, 158 
configuring printers, 51 
disabling, 165 
enabling, 151 
Internet user, 163 
removing, 165 
requirements, 150 
setting up, 150 
Setup, 152 
troubleshooting, 192 
RM Support Hotline, 201 
RM Volume Control, 179 
router, 150, 213 
Run IBM Disk, 100, 180 
running (a program), 214 
Save As (menu option), 39 
saving a user, 85 
saving files 
to floppy disk, 39 
to hard disk, 35 
scanning disks, 130 
screen saver, 59 
security, vii, 4 
serial printer, 50 
Setting Up card, 9, 214 
setting up Window Box 
essential configuration, 6 
Settings option — Display settings, 59 
Setup floppy disk, 100 
SHELL32.DLL, 73 
shortcut, 11, 214 
shutting down, 12, 214 
sound 
editing, 136 
embedding, 141 
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flash — as a substitute, 170 
properties, 138 
recording, 133 
sound adaptor, 214 
Sound Recorder, 133, 144 
source disk, 15, 123, 214 
special needs pupils, 167 
standalone, 214 
Siart button, 25 
Start menu, 97 
start-up floppy disk, 196 
sticky keys, 169 
sub-menu, 27 
Support Hotline, 201 
SVGA, 215 
system clock, resetting, 178 
system guard, 192 
tabs, 30 
Talking First Word, 104, 141, 167 
target disk, 15, 123, 215 
taskbar, 24, 29, 215 
unlocking, 102 
technical support, 201 
telephone support, 201 
theft prevention, 4 
time, changing, 178 
title bar, 215 
toggle keys, 170 
toolbar, 215 
touch screen, 215 
troubleshooting, 187 
multimedia, 147 
undo, 216 
unpacking the system, 2 
user, 19, 216 
adding resources, 92 
deleting, 87 
recovering, 85 
restoring, 85 
saving, 85 
workfile sub-foider, 120 
user desktop, 216 


‘ verifying disks, 130 


VGA, 215 
video mode, 185 
visual warning, 170 
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Volume Control, 145, 179 
wallpaper, 59, 216 


Welcome to your RM Window Box! 


sheet, 1, 216 
Welsh language support, 198 
window, 216 
Window Box 

essential configuration, 6 

location, 5 

Manager, 19 

Multimedia, 133 

shutting down, 12, 214 

sound, 133 

user, 19 
windows 

minimizing, 27 

restoring, 27 

switching between, 27 
Windows 3.1, 34, 217 
Windows 95, 217 

events, 137 

Explorer, 37, 82, 87, 107 

File Manager, 107 

Start-up disk, 196 

Tour, 25 
WINFILE.EXE, 107 
wizard, 217 
WordPad, vii, 28, 181 
Work folder, 37 
workfile, 107 


write-protect tab, 15, 40, 123, 125, 217 
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